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D FFICE PRI 
THE IDEAL TYPEWRITER 


THE SUPERB WRITER oOo E wo o o" yee use aigenene 
LRE cpe E xtend ne rris 
o CORY NOLQER, D E xtend and Swing in any dire 
saves the ae ae ee Supp with fittings f 
typist’s time ED wall, desk or table.) 
and your. T EH Y / oe ‘Extending: 
notepaper. F. wf eo Bs inches 
Tap the lewer p nii ; 
amd the Hee 
guide moves ~ _ r 
down. 7 KERIS 
Price, a3 Post free, 
illustrated. 






21) Message Recorder .. 3/6 post 
: Hygienic Glass Mouttpiocs (pre 
age Per] influenza) - 2/2 posts 






15/6 





The flow of repeat orders for ‘ideals’ more than 
testifies to the merits of this ideal machine. 

A&A user writes: ‘Send us two more ‘ Ideals.’ 
Our typists all want to use those we have.” 


Sue Gamous Facil) CALCULATOR 


Multiplies, divides, 
adds and subtracts. 


15 ~ 10% 9 
from £29 410s. 


Tens transnrission 
£40 


Write for details, 



















The Best. for oy and ‘Accuracy 
Printed Record of all your adding. 
Write for leaflet. 


THE ADDOMETER: 








Book-keeping and Accounting 
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THE. Bou QUIET PORTABLE 


"quietness and light touch are a distinct aid 
o efficiency, while its compactness, lightness 
. and beautiful work make it THE BEST. 
With four-row standard key board, complete in 
case, (Weight 8 Ibs., ne ariy 2 Ibs, lighter than 
all other portables. ) 


Machines, Loose Leaf, Fanfolds or 


Book Writers, with or without 


Lee Bet eet bai He 


Adding and Subtracting Devices 


ot 


SAVE LOS, of all makes, at Bargain Prices, 
H PREVENT FRAUD, 

fo PROTEST "OUR 
GHEQUES WITH A 
CHEQUE WRITER. 


Se Simple Anyone ¢ Can Use it ron lh 


Size 115 ™ 23% 4 ins. 
TO/- post free, 
Plush lined ducaid case, 
7/6 extra, 
te When ordering state for è 
As used by the leading firms. Do you realise what money required, pied 
that an altered cheque is your liability ? Also cheaper pocket Adder for ordinary Bgu 
£B Bs. each. The modern method of Sov aoe: and Indian money, peed post free, 
papers. Makes clips out of paper ft 
a manea ph rts ale itself. Post free 10/6 


BARGAIN OFFER 


Fire - resisting amsi 
Vermin Proot Steel 
Oice Cupboards, 
finished art green, 
lever lock, duplicate 











TRE LATEST IN VE RP LOH 
A FOUNTAIN PARCEL PE 









keys. ; Fiscap size, WITH RUBBER NIB 
2 ft high,” Swinging and Detachable oat Writes a thic line on paper, cany. 
lins. wide, 45 oe LETTER TRAY BET aoe wood, metal, glass or any surfe 
12 ins, deep. iio For Addressing Parcela, Writi 
3U tus. high, A big aid to TU = Notices, Price Tickets, Labeli 
18 ins. wide, 3 efficiency. peace i ; Goods. ete 
18 ins, deep. PRESERVE 


i All trays lft 
6 it. high, 2 ft. wide, off, are 


18 ins. deep, as : ce 
i interchangeable, 
eee £4 10 swing out a any ee rae 
way, leuve Ges pen st é } 
All carriage paid. Cuite cder Skeet. S = | . using our Art Green ` 
Other gizga in stock. r pa treer Dh siren t x Vertical Steat Easy $ ; 


' Half the price of Renning FILING 
, Cee a ee s Complete with post g 
wood. Number of Trays per set. d fitting for wall CABINETS. 


YOUR LETTERS 


and Records from 






} 2 : {ateri ays. 4 Traya., 8 Trays. 2 Trays , 
i Fssential for storing Q Maman Or TAYS E uta Frays. or desk. All inland 4 drawers, Ato 
‘Books, Papers, Box Light or Dark Oak .. 3857- Bt- 27i- carriage paid. £6 7 6 
eo. Files, Letter Trays. ee ere 45). S _ Approximate internal 4 drawers, f’scap 
i “Other. š Real Mahogany . 45) 40; 35) dimensions of trays £7 B 9 


izes ‘equally 
N Carriage paid. 





Steel, Pinished Art Green 48) - 40/~ 35/- 193 x 9j x 2f inches, 
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any nation 
work! will not, it is hoped, 
be added to this year. 


That is the welcome hint given 

fo the House of Commons by the 
hancellor of the Exchequer. If 
it proves true it will have a stim- 
business 





decline altogether,” said Mr. 
Chamberlain, “to accept the 
= view that we have come to the 
of the possibilities of reduction of 
pnal expenditure.” 
other words, further economies 
o be effected in our national 

















are just as essential in 
ress. Much has been done by 
tion but more must be done if 
e to continue to balance our 
Much has been done, also, 
usiness : still more must be done 
e ee is to be kept on the 
side 


R so 
. 


| it may be taken for granted 

in most businesses to-day, 
ction of staff has been carried as 
is wise or practicable if any 
ce of efficiency is to be 
tained. None the less, further 
omies are undoubtedly needed : 
ant fall in values is enforcing 
with an iron hand. How are 
y to be secured with staffs already 
leted to the minimum ? 


he answer, without doubt, is 

nd in increasing the pro- 
ty of the individual 
ot more men, but 

methods, are essential. 


authority on office organiza- 
control has expressed the 
fully one half of the money 
business correspondence— 
in the term not merely 
t administrative documents 
s—is utterly wasted. 


the documents are dictated 
and-writers and afterwards 
It is in the course of the%e 
s that the waste occurs, 
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The Chancellor’ s Welcome 
Hint to British Busine 
By THOMAS DIXON 


P 36633 


and when it is realised that in an 
office where, say, ten shorthand- 
typists are employed at £2 10s. Od. a 
week, the equivalent amount of work 
can be done for £12 10s. Od. instead 
of £25, we begin faintly to appreciate 
the colossal sum that must be wasted 
annually in thousands of offices in all 
parts of the country. 


Dictation to The Dictaphone is the 
solution of the problem, Repeated 
tests in hundreds of offices of all sizes 
and in all businesses, have proved 
beyond question that The Dictaphone 
does undoubtedly double the output 
of every shorthand-typist engaged in 
handling dictated matter. 


The reason, like most good reasons, 
is perfectly simple. With no short- 
hand to read, with no moving from 
department to department to take 
dictation from various executives, 
The Dictaphone typist spends the 
whole of her day on actual productive 
typing. The hours she spends taking 
shorthand notes or waiting to take 
dictation are devoted to her real 
work, the work for which she is paid. 
It is an obvious conclusion that if, 
with the aid of The Dictaphone, she 
doubles her typing output the cost 
of her work is reduced by half. 


If that were the only economy 
effected, The Dictaphone would be 
more than “ worth-while."’ There is, 
however, a saving which, if less 
obvious, is no less real. 

The busy man finds in The Dicta- 
phone a means of constantly saving 
precious minutes. He never wastes 
an instant. The Dictaphone is ready 
on his desk for instant action and 
with no more exertion or delay than 
lifting the speaking tube from its 
hook he puts himself in a position to 
deal immediately with any detail of 
executive work that comes to his 
desk. 

Not only is his time thus saved, but 
the ability to do things promptly 
means that action which may involve 
a dozen departments is set in motion 
far earlier than would be possible by 
any other system. Things that must 
be done are done when they should be 
done, and the whole work of the organi- 
zation is speeded up accordingly. 


} 





INCREASE OF 
TAXATION THIS YEAR 


TTA UNI 






No longer is The Dictaphone 
regarded merely as a convenience to 
the man who has many letters to 
dictate. More and more it is accepted 
as a means of organizing business, for 
through it the busy executive keeps 
abreast of all the multitudinous 
details with which he must deal. 
There is no disturbance of work: 
instructions, swiftly dictated, are 
instantly transcribed and go to the 
subordinates concerned in clearly 
typed and unmistakable form. Mis- 
understandings are abolished : delays 
are reduced to a minimum: time 
re money are saved all along the 
ine 


Here, then, is an economy worth 
while—to double the output of an 
entire department of your business, 
whether it be large or small. Let 
The Dictaphone do the purely 
mechanical work of “ taking down ” 
your business thoughts. That is its 
purpose. That it will do far more 
perfectly, more speedily and more 
cheaply than the human secretary, 
who, relieved of the labour of short- 
hand-writing, will be able to take 
more and more work off your hands 
and so give you the time better to 
think and plan and organise. 


Like the Chancellor, you should refuse 
to accept the view that you have come to 
the end of the possibilities of economy 
= your business. Look inio The 

sete a for yourself and you will 
see w 


Write to-day for full details  « 


THE DICTAPHONE COMPANY, LTD, 
(Tuomas Dixon, Managing Direetor),* 


Kincsway House, KiInosway, 
LONDON, W.C.2, 
and at MANCHESTER, BIRMINGHAM, 


LIVERPOOL, GLiasGcow, Bristot, Leeps, 
NEWCASTLE-ON-TYNE and DUBLIN. 


POST THIS COUPON NOW 


The Dictaphone Co., Ltd., 
Kingsway House, Kingsway, 
London, W.C2 
Dear Sirs, 


Kindly send your treatise, “ Contralisation 


Decentralisation.” 
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| EGRY Registers ara b ne. 
Use this | to an ever-increasing extent 
small, INEXPENSIVE, SIMPLE and over London and the Provin 


EFFICIENT device for handling your l 
StareaRequinitioos . Purchase Oviers Manufacturers, Wholesalers, | 


Invoicing: Internal Transfers tailers, Mail Order Houses, Hof 
OG CRITE Cash SHARES ; 

Delivery: Notes Credit Sales Turf Commission Agents, Shipy 
Production Orders Receiving Records and Haula ge Co nt ractors, G a ca 


Works Orders Goods Inwards Reports 
Repair Orders Warehouse Orders Municipal undertakings, : 


GRY Registers eliminate all both small and large, find ] 
tah i ‘operations such as the routine work of their orgi 
interleaving Carbon Paper, and sations—where | EGR | 
the handling of Stationery. fers | are -installed ~ “18. S] 
“One turn of the handle delivers an 
two to five clean, clear and unalter- 
able carbon copies of the original i 
entry, and automatically brings pacer fot ee m anui 
into position a fresh set ready for _ continuous, station nery fol 
immediate use, and in certain 

"Oriy y models retains one check copy in a 
lai m l hat a is. the best, eres locked compartment. More than ni é $ 
md Safest of i its: pe « on the market forty hand and electric models, Billing Mach ieS, such ¢ as 
2 comprising Cash Tills, Summary Fisher, Unde: rwood, - ti 
and Analizer machines. it iy 


PRICES RANGE FROM 7 TO 43 GNS. ` 


= EGRY L™ | 


WARPLE WAY, ACTON, W.3 N] 


‘TELEPHONES ; SHEPHERD'S BUSH, 2437 & 4484 
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— | USE THIS “H s you 1 desire information. from 
|} COUPON the Editor or from Advertisers 
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To BUSINESS Service Depariment, 6 Carmelite Street, E.C.4 


Please send, without obligation, more information in connection with advertisement 
(or advertisements) in the July, 1932, issue of BUSINESS numbered below. 
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Cover it OT) Bromborough Pot -A3 GU Mal Ee 
(18) London & North Kaitem Railway e P 


£29) Welwyn Garden Diy yg ss oo pee 
Oe PRINTERS 


. l g2 Bell, qd. & He Ltd, 
FILES AND FILING SYSTEMS. a (88). Mak, Wa ia ba 
(20) Valor Co., btd. na a aa 

7 PRINTING MACHINES | 
INEC URANCE aa) Kaye’ = Rotaprint Agency, 1 bet 
(21) Britannic Assurance Co., Ltd. 


LOOSE-LEAF LEDGERS, ETC. _ 
(22) Ruddocks, Lincoln .. 


MAIL ROOM EQUIPMENT 
(28) Business Equipment, Ltd. > ss 
(24) Pitchford, Frank, & Co, LE ~. 


MANIFOLDING REGISTERS 
(25) Egry. Lia, + # sa s 


CLEANING APPLIANCES 
-Pinnel tystom, Ltd. 


MAPS 
(26) Salmanger Map Co. .. 


OFFICE FURNITURE = 


OFFICE PRINTER 
(28) Kaye's Rotaprint Agency, Ltd... 


PACKING BUPPLIES 


(20) Jones, Samuel, & Co., Lia, 7 


“to supply method that ae can start using at once cites: io increase your income, o 9 
of your pica This Booklet, “ Money-Making Opportunities in Postal Trading, 


3 A (1) How you can start a Mail Order (2) How to start and ru a 
a Business of your own in your spare time Department in your busines: 
at home, wherever situated, with only at once increase. your ‘sale ; 
a few pounds capital, and without entirely new ‘custom a 
previous experience, that will quickly orders from” evel ver ery 
is you a full-time i income. x er 























B Departmente 
The new edition of “ THE ADVERTISER’S |- 
aa. ANNUAL ’’—neat, compact, easy to use—is |- 
CH | a volume your advertising staff will want to 
| keep within arm’s reach every hour of the |- 
day. Itis an infallible working assistant for | _ 
every business man who has anything to do 
with advertising and marketing goods, 
= ——_ sales management, with publishing wor! 
: w with any of the trades allied to a 
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A Complete Advertising Reference Library in One Volume 
Only by having the new “ ADVERTISER'S ANNUAL” in your office can you appreciate its _ 
emendous service value. Its Directory Sections will tell you in a moment all the details you requ ire 
tany particular newspaper, magazine or periodical, national advertiser, advertising agen 

ver, type founder, printing ink maker, commercial artist, carton maker, outdoor p 


. er, LYP6 à è ag Nie e S pets 
r contractor, window display specialist, showcard or sign manufacturer, par 







~ Its Legal Section will give you in an instant authoritative answers to your queries on a 
ayen Empire Sections are packed with facts and figures about advertising services in the Domini 
‘colonies and Protectorates. Its Editorial Sections review advertising trends and developments during the f 
ast year, and the Advertising Man’s Vade Mecum contains items needed and used constantly 000o oo 7 
| The 1932 Edition of “THE ADVERTISER'S ANNUAL” will help YOU just as the last 
| © edition is helping hundreds of business men in the same line as yourself, These people are daily finding > 
the ANNUAL of real £ s. d. value to them. You can and should profit by the help of the 1932 
© ADVERTISER’S ANNUAL,” for no matter where your work touches advertising, you will find your ; 
own particular interests catered for in this famous reference work. Every page bristles with the facts and- 
details, the information and help you need in your work every day. Put one copy of this great 
o @ ADVERTISER'S ANNUAL” on your desk and dispense with those innumerable files, directories, 
-card indices and advertising records that take up valuable space and entail so much extra labour. 


OST LL at. TO-DAY | The publication price of the 














Gos — oo ; a A PASO See NI RC ER N lan OEE Rts en re RCM on eee rn 1932 “A DVERTISER’S ANNUAL - | 
T _ Pabiaher P SUYERE IGERS ANNUAL,’ is £1, but to all readers of- | 
Whitefriars House, Tallis iis oun “ BUSINESS” who send ther | 
orders within the next 7 days we | 
will allow a special discount of | 
25%, off this price. The supply will 
soon be exhausted, so to make sure 
of securing your copy by return and | 
so save 5/-, complete and post the |- 
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es š we Please send me post paid by return one copy of 
| the new 1932 “ADVERTISER'S ANNUAL © 
and invoice me at the special price of 15/~ for 


readers of “ BUSINESS.” 
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z «sel British” ” is the “best advertising policy of to-day. tek British 





public v want - British goods. Never before was the demand so urgent or- 





Twi insistent. -The producer of British goods who tells the public that | his | r : i 
goods. are British—who marks them, labels them and | advertises them a 
in such a way that they must be identified as British—is going to reap a 


+ a rich reward at the expense of his foreign cOmpeHlors. 2 ae 


| British manufacturers ! Help the public to “buy British.” e Don’ t ke S 


- too much knowledge for granted. Proclaim the origin of your goods, ~ 


the public — 
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Maintain Unity of 


by C. W. B. GRAYSON 
Chairman and Managing Director, Grayson on Metal Prodi 







































aptabilit bility. dor their acts, Such. responsi b ee 
= pe ab T bilit must still remain. hig. ii, Ee 






“use committees, he cann E ee gate 
to them final respons ibility for 
policies. But anyway, committee — 
responsibility is a very poor. substitute 
for individual responsibility. .. The 
committee has yet to be orga rised 
-which will do more than take the | 
middle of the road, unless it is com- 
pletely dominated by one man. 


I have heard it said even by well- 
known business heads, ° hen’ asked 
what they do, “ Oh, I dc : 
thing really, my execu 
everything: through. 1 
look haa a > In fact, É: 








he i is to be successful, ‘one of the 


the. head a medium-size 
may be a dea 


reply, but it is an 3 
one. 
eo eno very .succe 
company which I- ie Ss wi 
A on the judgment -e of one wor 
This man may gather: around Kim | 
committees and administrative mana- 
gers; nevertheless, if proper decisions €O 
are arrived at, it is his. judgment and manag nO BROS to parenn 
authority that prevail. Fam in- full and routine, a Rg 
agreement with Mr. Warnford Each of these men ix su meow | 
Davies, who stated in BUSINESS his field. 1 have an toforn L 
recently that a company should be . with each of them every morin i 
run by one man, possibly by two, but -in all their actions they ake: ~ ses 
One often hears.a lot of airy talk never by more than three in the case Se to me Tor eulte. he 
| about “delegating responsibility.” of the largest concerns. te 
. There are many duties which the 
: business head can delegate—~but there Insulation : A major fault 
ny which he cannot. Naturally, : too 
| in Management 


sonally: keep the books, 
My. conception of the. managing | 
head—chairman, managing director, i 
call him what you li i 
should be the clearing | 
and. hat he should: be 





W thout exaggeration, l can say 

hat was the most important thing I 

: have ever learned about management 

= —to make men think and act with 
individual zeal and initiative, yet 
< -co-operating with one another. 
























We now have a “ straight line ”’ 
flew of responsibility from myself as 
the head, down through the directors, 
other executives to the workers. This 
-plan gives the direct control which I 
sought. It is economical, definite 

and ensures specialisation. 


Delegation of work calls for 
keen discrimination 

© o I have heard critics of this type of 
‘control say that the head of the 
concern, as the business grows, is 
-Hable to be swamped by too much 
detail of a general nature, there is not 
enough outlet for general details 
< because everyone is a specialist. But 
here comes in the matter I touched 
at the outset. The business 
to become successful, must 
se what he can do and what he 
ot do. He must know what and 
to delegate work. If he definitely 
ws how to do this he will have no 
ible. . As the demand arises he can 
“on one or more executives of the 
necessary to deal with the 
yatters, he himself then auto- 
coming more and more 
policy ™ man, gradually 
he detail, but always 

owledge that he, 
still responsible Gy 
utives are re- YZ 

for producing 7 
di ‘monthly records E 5 
-which I myself study. Itp 
_ig in connection with these — 
‘records, if results are — 
shown to be very erratic, YY 
that we hold our executive- p 

meetings. But these, as LP 7 

gay, are rarely necessary. “acacia 

The daily. key records. which 

are only in brief, enable 
me tg follow progress so 
closely that variations become 
noficeable before any serious dis- 
erepancy arises. But I do not sit 
about in the office waiting for these 
‘reports. 1 use as much of my time 
as possible in actually going about 
the organisation, seeing what is 
happening. 

What I consider to be much more 
important. than paper records is my 
-contact with the personnel of the 
whole concern. We all know one 
‘another. very well—-we have been 

or years. 
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; a boy, when, I myself started at the 


executives and with the minor execu- 


F: J 


There are to-day 
yorks who remember me 


~ Frequently L lunch o with the 


utine.. T oie 


an 


to prevent their cumulative effect 
from prejudicing the business. 


The managing director, as the 
clearing house of ideas, is the man to 
take these troubles to, but it is not 
human nature to expect executives 
readily to report failings to someone 
who is merely a superior officer. They 
must feel that the chief is a friend 
before he is the chief. Personally, I 
do not think any managing director 
will get best results unless he is first 
of all friends with his executives. 


And in this I do not make any 
exception to the size of the concern. 
This principle can equally well be 





L case eac 
imp 


carried out in the big corporation as. 


in the small concern with a total staff 
of twenty or so. | 

A big advantage of a friendly, co- 
operative spirit throughout the execu- 
tive of a firm is that it enables the 
management, as in our case, to be 
readily flexible and adaptable to meet 
the changes demanded by outside- 
circumstances. Alterations in product 
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through from chief to working departments 


effect than they can in the “ water- 
tight compartment *’ type of concern. 
As an example of this might be 
cited our recent decision to reduce the 
prices of certain aluminium castings. 
The matter was discussed at lunch 
one day : during the afternoon we had 
completely considered costs, made 
one or two changes in routine and by 
evening had given the printer orders 
for revised price slips, while the office 
was busy multigraphing a special 
covering letter to customers and 
prospects. It was all done in a few 
hours; nobody’s time was monopo- 
lised and no routine upset. 
director to select his executives in the 
first place, he has 
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This arrangement avoids time-wasting complexities of committees. 
Every executive is right on top of his job. There is a clear run 


- Since it is the duty of the managing 


make personal. irksome supervision. 


cover him. | | | 
wants to satisfy the man over him. 
becomes = 
geaponsibllity for work is to dike, 


‘Itemakes for shoddy work. 


hoped for... In suc 

> each man, obsessed by his own 
portance and bent on justifying his 
high price, insists on stressing his 








own individuality, regardless of all , 


other individualities, and will’ not 
admit, much less discuss, errors. 
I have in mind a large manufactur- 
ing concern, whose name is nationally 
known, which was compelled, a year 
or two ago, to reorganise completely 
its chief executive staff, from the 
managing director downwards... And 
for the very reason I have just stated. 
A collection of highly-paid “stars ”’ 
which it was ‘the intention to form 


‘intoa team. They never would make 


a team. They only succeeded: in 
pulling in different directions until the 





whole structure of the conc 
nearly collapsed. _ ee 


_ Why we cut supervision 
| toa minimum 
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In every business the first requ He oon, 


is the personnel of the organ 
The duty of a manager 









good, men out of such material as he 


can find available. The good fore- 
man, sales manager, advertising man 
or statistician is not necessarily, a 
some business men contend, . 
corner of the earth, but a ê 


















A noty actually within the > 


Ya, organisation already. I 
F never expect my managers 
A to be, or to find, wizards, 
Zé, but I need men who are 

“A industrious, seriously 
Zi ambitious and naturally 


men 
business. 


Similarly in the factory. 
We find good men, make 
them better, and leave 
them to do the work. We have 
done away with supervisors. Many 
executives think that rigid super- 
vision and inspection makes for 
better work. I think the reverse. A 
man working directly under the nose 
of a supervisor is relieved of all 
responsibility, for. the work. He 
shifts his attention from doing the 
work to merely satisfying the man 
The supervisor, in turn, 


can 


and the work itself 
secondary. To take away any man’s. 


away his interest and pleasure ir 
mal or k.. We 
our goods cheaper and bet 
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The Man of the Month 





Mr. A. W. Palmer 


ecently elected President of The 

British Brush Manufacturers’ Asso- 

ciation, Mr. <A. W. Palmer, 
Managing Director of John Palmer, Ltd., 
Portsmouth, is one of those progressive 
manufacturers who is never more happy 
than when fighting for new markets. 
All through the months of trade de- 
pression he has carried his business from 
one success to another, and now, such is 
his confidence in the future that he has 
given orders for an additional factory to 
be built, adjoining his present premises, 
at a cost of about £20,000. This he 
intends to make the finest and best- 
equipped brush-making factory in 
England. It takes courage to-day to sink 
capital in this manner in order to build 
for a prosperous to-morrow. 


Mr. Palmer has this courage, but he 
backs it with a shrewd knowledge of 
the possibilities of the home and export 
markets. Already he has, by intro- 
ducing the latest methods of mechanical 
efficiency in brush making, triumphed 
over his foreign competitors by produc- 
ing better quality articles at competitive 
prices. 


In Weed - stabbing He Finds 


Solutions to Business Problems 


Fearless and with hustling yet 
friendly ways, he has enormous energy. 
Whilst most of his business problems 
are faced and solved, and decisions made 
as soon as he sits at his desk at nine 
each morning, problems needing a more 
mature consideration he deals with in a 
different way. The matters which can 
be settled immediately he picks up in a 
bunch and rings for his secretary, then, 
pacing the office, he dictates without 
hesitation, making each letter so 
individual that he might almost be 
speaking to his correspondent face to 
face. e 


Those matters for fuller thought he 
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Brush Manufacturers’ 


New President 


IS 


A 


REAL SALESMAN 


by 


ARTHUR LAMSLEY 


packs up and takes to either the golf 
course, or more generally home to his 
magnificent garden in Hampshire. 
Dressed in a suit of old clothes he there 
attacks the weeds with a trowel. This 
manual labour in the open-air in a 
complete change of scene allows his 
mind freedom to work on the problems 
of business. An hour or so of weed- 
stabbing, hard smoking and deep con- 
centration helps solution, and a genial 
director returns to the house smiling and 
satisfied. The decisions he has reached 
are either committed to memory for a 
further period of maturity or his 
pencilled notes are at once telephoned to 
his secretary in the office. 


Mr. Palmer has paid zealous attention 
to the selling side of his business. Not 
only does he make continuous study of 
the creative side of scientific salesman- 
ship, but he blends this with his wide 
knowledge gained by years of practical 
experience on the road. He never asks 
a traveller to attempt anything which he 
himself has not already accomplished. 


In spite of the times, Mr. Palmer does 
not believe that world markets are closed 
to British goods, or even saturated with 
the goods of foreign competitors. He 
recently toured half the world and 
formed this conviction for himself. 
Egypt, India, Burmah, China, the West 
Indies and the Southern States of 
America were among the countries he 
probed for markets. This spring be 
sent his son to Africa on a similar quest. 


New markets are his great ambition. 
Motoring through England he discovers 
stores in remote villages likely to stock 
his wares. The car is stopped and he 
will have a chat with the proprietor and 
rarely comes away without a “ little 
business.” 


Temperamental and intuitive, he does 
not suffer fools gladly. He demands 


that his staff shall think out things fo 
themselves. Nothing irritates him mor: 
than unnecessary queries from execu- 
tives—he would rather they made 
mistakes than that they were too 
spineless to make a decision. 


Preserves Close Contact with 
All Employees 


A daily tour of his factories brings 
Mr. Palmer into personal touch with all 
his employees, even the humblest boy or 
girl has the opportunity of a word with 
him. Having himself “ gone through 
the mill,” he understands the feelings ol 
others, : 


No employer could have struggle 
harder to avoid unemployment amongst 
his staff. As a consequence of his energy 
his factory staff is working two shifts, 
from early morning till late at night, 
dealing with orders. 


New Market Possibilities Found 
by Travelling * | 


Besides being this year's President oi 
the British Brush Manufacturers’ Asso 
ciation, Mr. Palmer has also been asked 
to serve on the National Advisory 
Cammittee of the Federated Chambers 
of Commerce. His views on overseas 
trade expansion are accepted with the 
respect due to a manufacturer who goos 
abroad to sce for himself 

One vital discovery in market researc! 
he made in the East. He “ In 
India alone, if the standard of living 
was increased by a penny per day, 
would mean an 


Says, 


annual increased pus 
chasing power of approximately 4o 
million sterling. Apply the sam 


principie to Burmah, Siam, Malaya and 
China, a market totalling another two 
thousand million sterling annually 


awaits development.’ . 


E 


: pe cover some of the ground we o a 
a previous: to 1929 when the general 


decline in world trade began to make 

Lee itself felt. 
Our exports in volume, for 1929, 
ee before the last slump, were only 82 per 
-~ cent. of the volume we exported in 
1913, in spite of the fact that world 
: exports were 122 per cent. of 1913. 


The world up to 1929 was moving 








world right, but it will sais to restore: 


confidence. It is one of the pre- 
requisite conditions of world recovery. 
Following such .a settlement, it is 
reasonable to suppose that confidence 


forward, will be 
es restored, to 
ue wee “pot by SIR some ex- 
Beer in’ WILLIAM CLARE LEES, O.B.E. rate. 
that move- |MMEDIATE PAST PRESIDENT, — This will 
ment. The | make pos- 
world crisis ASSOCIATION of BRITISH sible the 
< which- has CHAMBERS of COMMERCE achieve- 

intervened. ment of 

ntervened. eea 


















the. whole world is 
ur case on a 

h owas already bad. 
wey for. promoting the 
d extension of trade must 
n and used to the 


mental o are we already 
at a work as a consequence of the 
ige in our fiscal policy. It is 
hat an ever-increasing variety 
ML be erro made in this 
: be introduced and e on 














Ja e ale, the one 
proviso preceding recovery is that 
om dominates international con- 
i uct and _ action. A German 
ae -economist, reviewing world condi- 
ations, suggested that “ ‘ reason has 
= “declared a moratorium.’’ Statesmen 
-from all over the air are meeting 
together at Lausanne. There they 
will have to face facts. Nations 
ave begn living in a world of make- 
believe for the last few years. 


= Debts Settlement Would 
Create Needed Confidence 


=~ If facts are faced resolutely and in 
~ a spirit of goodwill, some settlement 
will be arrived at in regard to 
=` «Reparations, which, in turn, should 
-lead to a great modification of War 
Debts. It should be unnecessary to 

have to remind either ourselves or the 

people and statesmen of other nations 





that Reparations and War Debts can 


ee only be paid or received in the form 





Be ae small. extent | 


oa that gold can k 
aS provided. | 


poin The s settlement of ‘the Reparations. 





transaction 


psychology 


jods OF services. except. to the the 


army 







important change, the removal of 


the obstacles and embargoes that work which will ul 


have been placed by some twenty — 


odd Governments on payments due 
from the nationals to us and to other 
people. 


Most of these Exchange restric- 
tions would be automatically removed 


if the price of raw materials and 


primary products could be restored to 
the level of 1928 or 1929. World 
recovery really depends upon this 
movement. 


than 
Governments can ever achieve. 


So long as 
prices continue 
to fall, the 
psychology of 
fear dominates 
the business and 
commercial 
world, each 


Political : 


entered into 
producing a loss 
owing to con- 
stantly falling 
values. Every 
man who has 
carried the. 
responsibility of 
controlling large 
enterprises 
knows what I 
mean by the #} 
It numbs ff 
‘brain and fi- 
paralyses the foo 
destroys 
onfidence and a 
revents enter- ; | Ses 


ie GP - 


on 


-Trade : 










fear. 


prise. 
might well add fifteen or twenty 


per cent. 


statistical pe 
stronger than it has been for some 
time. 
of wheat on April Ist was. 
it was. twelve months ago. — 
first time im six. Fears. the Stoc 


A rise of 20 or 30 per 
cent. in the price of primary products 
would do more to put the world right- 
all the collective actions of- 


| TRADE WILL apan aa UNLESS ie 


Wisdom in international affairs 
Settlement of Reparations 
Modification of War Debts 
Removal 
Exchange Restrictions 
Reduction of Taxation — 


i A rise in prices i 

2 The abandonment of ‘tear’ and 
over-cautionness a 

3 Continuance of cheap money 

4 

5 







Change. of sentiment alone ~ 


to the value of many Bae 
commodities. 


There are some who hold that the 
world will drag on in this moribund ` 
state indefinitely, for years to. come. 

I do not accept. that view. Givena 
sane. and. intelligent settlement of the 
outstanding questions of Reparations E 
and War Debts, I believe the working — 

of economic laws will bring about a 
correction of the vast disparity in the oes. 
values of primary products as com- > 
pared with manufactured goods. 





Indeed there are signs in more than ee 
one quarter that forces are already at 
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adjustment abou 


Prices Increas 
Self-acting Improvem nt 


In the first place, money is cheap E 
and the cost of credit low. _ Monetary“ 
policy should be- directed to 
making a rising - price. 
sition of whea 





The exportable world supply 
less than. 


of Embargoes and | a y 


Extension ¢ of credit y the I| ce 





ugar is less than’ it.was in the 
: preceding year. 


Once the tide turns, once the 
Oe confidence | in the price level returns, 
oe psychology will add a powerful 
impetus and, in addition, rising prices 
will mean increased business, which 
will again react on the price level, 
OSS helping — to ‘maintain its upward 
_.tendenéy. Under- such conditions 
: will improve, and Exchange 
io o; become: unnecessary. 




























ountry will 
- r the chance of British 

ifacturers recapturing markets 
they have lost, and of obtaining their 
fair share of new markets. We are 


w, the most essential factor 
an improvement in trade is a 
‘cessation of the continuous fall in 
7 prices. Tam convinced that directly 

sh ght upward turn in prices appears 


= is 
an Pade idea event among 
„manufacturers that the lower they 
can: bring their prices the more 
distributors, wholesale and retail, 
< will be pleased. The result is that 
they are beating one against another 
in bringing prices down from a 
-merely unprofitable state to a position 
involving heavy losses. In other 
-. words, the prices. at which dis- 
 tributors and the public are buying 
to-day are in very many cases below 
the cost of production. 
_ Such a state of affairs cannot be 
althy, and it is only when con- 
that the bottom has been 
egins. to. percolate through 
ity that we shall see 





rimary materials, — 


| by 
ALEXANDER JOHNSTON 





in a better position to compete than 
we have been for a number of years. 
For long we have been struggling to 
sell our goods under the two-fold 
handicap of high costs of production 
and an over-valued pound sterling. 


Since we left the gold standard, 
that handicap has been removed. It 
would be madness for this country to 


attempt to go back to the gold — 


standard at the present time. 


As soon as overseas. markets are E 
it will be found: that we 


open again, 


are once again able to compete. Our 


trade ‘fall u der 3 i 
‘the — first place, Danks- past 





industry by ensuring the continuance: 
of the present period of enep monero 
but the greatest pressure must be 
brought to bear on them to manage 
the currency in such a way. thes 
commodity prices rise ae i o ee 
to the value of the £, 
to encourage production, — 
ensure an adequate remu 

manufacturers. se oe 








How to F ae 


salesmen will find themselves twice pe pul: 
the men they were when they find inte: 


they are on a competitive basis. 


[In an address before the Advertising 
Association. | > 


nent A E ae ce a as 


not cover their costs. -< Wholesalers 


are making frequent losses owing to 
their stocks automatically — A 
worth less and less, and the only 
section that can benefit at all are 

the retailers 





| ‘yetain - a 


Competition, however, is so keen 
that even retailers are finding it 
impossible to make extra profits. 


The result of this low basis of prices 
is that crude materials. are worth 
little : the shares of concerns handling 
these materials and manufacturing 
them at a loss have little or no market 
value. Even wholesalers find them- 
selves financially embarrassed. 


Would Make Money Available 
for Spending . 

A rise in prices all round. would 
have the effect of -immediately 
creating wealth (which at the moment 


has. been. extinguished) and — 
put. money into solic wh td 


old well blow 
nd thise o 








lower per- 

_ MANAGING DIRECTOR, centage on pe 
H BRITISH RUBBER CO., LTD. w 
= public. 








considerable aumbe rolp 
in employment and off the . 


Continuance of the income m: a 
the present rate is nothing short ol - n 
calamity, as payment OF ince aS ae 
during the past year nas only : ee 





achieved by the tax-paying ee oe 


realising capital or borrowing trom 
their banks against sécurities which. 
have heavily depreciated. =A smal 
decrease in the rate of E iecore > 
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OF RAW MATERIAL 
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RIGHT PRODUCT -+ RIGHT DISTRIBUTION 


by FLETCHER ALLEN 
in an interview with 


VALDER GATES, 
Assistant ‘Managing-Director, 
- _ Cow & Gate, Ltd. 
















© business in times of 
reneral " Womreaston is seldom due 
© Fto accident. There must be other 
a reasons, principally reasons of sound 
< policy, expert merchandising and 
close management which could be 


plied o y undertaking with 
ne. of the 
abe and Gate organisation is a case 


~ Tt is a difficult 
> with pitfalls and 
-avenues of loss that do not 
- present themsëlves in other 
enterprises. The product is. 
mainly infants’ foods, and 
competition is keen, both at 
home and overseas. 


The market is the most 
critical of all markets. The 
output of the factories is sold 
to the most careful people in 
the world, on the recommen- 
dation of the most critical 
profession. Mothers are the 
customers, the medical pro- 
 fessions are their reference. 


The baby, the most delicate 
individual, is ‘the ultimate 
consumer. 
The raw material of -the 
industry is cows’ milk, 


generally supposed to be a 
clean, wholesome food, but 
actually the finest breeding 
ground for disease germs 
known. in ordinary life. Even 
milk of approyed grades and — 
other certified milks contain a` 
ee natural slime, consisting” of 
a “cells, pus, blood, leucocytes. 
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Built This Business 


and refuse. Prior to manufacture, 
the raw material must be thoroughly 
cleansed, both mechanically and 
medically. 

These were the obstacles which had 
to be overcome beforé the company 
could go into production. 
overcome by one small machine 
installed, which was quite sufficient 
to meet the needs in 1902, when Cow 
and Gate came into the field. 

Now, eight large factories are 
found to be insufficient to deal with 
a total of more than 7,000,000 gallons 
of raw milk per annum, which the 

sales of the Company’s products 





Large seale maps show the disposition of Cow and ‘Gate T 
competitive farms, assisting the management to concentrate its 
own farms and so lower milk collection costs 


They were | 
followed by catastrophe. - JA 


up, and refutes the position 


The capital of the Company has. 
been multiplied by over 14 times since 
1909, and there is no reflection in the 


company's business of the depressed 


state of trade. Yet, a false step or a 
mistake at any point. of the com- 
pany’s history could easily. have been 










of the development. throws into bold- 
relief the essential principles under- 
lying success. 


What Preliminary Research _ 
had to Accomplish — 


The first is thorough ey 
which began literally from the ground 
often 
taken that research is a luxury 
© which only. prosperous. firms 
may indulge in. Actually, it 
forms the basis of all forward 
movements, as well as of 
increased profits and eee 
ing markets. | 


It was known that some 
| soils were notably deficient in 
“phosphates and calcium, 
particularly those on the other 
side of the world. Tests 
proved that the best producing 
areas were to be found in our 
own English West Country, 
and there the start was made. 


The next step was the raw 
milk itself, which was analysed 
from two points of view : its 
: suitability. as food for infants 
and its cleanliness. It would 
‘not be too much to say that 
success really began wher 
somebody discovered the 
difference between the stomach 
of a calf and that of a newly- 
born infant. The multiple. ooo 
stomach of a calf is a vastly oo 
q different thing from the = 
delicate organism of a child, - 
and a practical research chad ‘te 
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| from the cow. 
then kept it dust-free and it was 
ae -taken straight to the factory, there 
ee to undergo the mechanical cleansing 
ar id bacteriological tests. 


~ The first test at the factory not 
only checks the milk, but the farm 
| _ supplying it. These tests are re- 
_ corde Be kes at the local factory and 

so that the 




























ie producing RRA ne result is 
before the farmer himself 


ses: that his conditions are be- 


the company’s 
ible to check it up and 
amp ovements to be made 
immediately any slackness is shown. 


How Product Quality is kept 
up to Standard 


-Lal oratory tests are made for fat 
ontent, bacterial count, etc., and 
the milk is passed over to specially 
trained men who test for any of the 
natural taints. 


imperative that the supply be 
‘kept up to standard. Milk is rejected 
which fails to come up to the mark, 
and erg Li daa naturally mean 















. ’ Every report is indexed 
eh at the head office and 


a The accented raw product then 
_. io, proceeds to a mechanical cleanser, 
which, extracts every physical im- 
irity, and so to the powdering 
“machines, under inspection at every 
-stage until it is delivered into the 
- vacuum pack. 
< Wherever possible the work is 
done by machinery, and the milk is 
“routed °’ just as closely and as 
= carefully as though it were any other 
commodity in manufacture. Every 
` operation is costed closely: the 
margin bétween profitable operation 
ae and loss is narrow. 


The significance of much of this 
ation and research lies in the 
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a tically “filtered the milk as i it came 
Special containers. 





SALES POLICY : : Product clearly marked with dite: of manulacture and dite after 
which it must be returned to factory, if unused. Dealers instructed to carry ony fig), 





stocks to ensure freshness through quick turnover. Advertising used only alter 


sit had to be devised and ‘© 
efore the first gallon of 4 


co-operation of nursing and medical influences secured. Silent and sound fine ae to ee 


link up with allied products. 





® 
GENERAL POLICY : Control and organisation at first ignored immediat Peau 
Management took long view for future prosper. -Ever sale f 


cost, taken to maintain standard of product. 
office and factory. 


lowest economic level. Company acts as acknowl 


Constant survey into costing 









thus providing complete service to doctors, nurses and custo 


product. Prestige as well as sales-building. 


There was the foundation. The 
spade work had been done and the 
product came on to the market. 












to countenance any claims. p 
not bep porni hts 


The policy of marketing, since the a t 


commodity stood 
relationship to the community, had 
also to be flexible and adaptable to 
immediate and to growing needs. 
The firm decided to take the long 
view. 

In this, possibly, Cow and Gate 
reverted to the old-fashioned idea of 
business: that of patient | develop- 
ment. The proprietors kept the 


business until the business. could c 
The goal was not an 
immediate success but a continuing: K 
Deliberately the expansion = 
trade was tackled slowly, and, since 4 


keep them. 


one. 


in a penna j 













advert Hous to a the ‘ a 
of the commodity : th 
oe Er angi ae 


With expansion es 
ae view became. ap 


the company could not ‘achieve final sop peii jer et "y 
success without the goodwill of the logue ed and 


medical profession, the hospitals and ev 
the doctors were the first point of. 


attack, 


Whatever sales were made were 
due directly to the advice of doctors 
and nurses. Practically no advertis- 
ing at all was done until about 1910, 
and no effort was made to popularise 
the product apart from the existing 
means of recommendation. The 
company was peculiarly dependent 
upon goodwill as a marketing 
advantage, and not until that essential 


the business. 





~ mothers 
ssible t 


-as possible to that of a | tage dh 
breast milk; 
-from 
goodwill was established was any- 


effort made to expand the scope of with 


Some operations w 


\dvertising would - ee been of = 
that. dit e. ong since J eats of food 





Costs anism, E i | h le 


The question of constantc composi thos 
had been foresees... Some areas pro 
duced milk excessive in Jal comen, 
others were excessive in oatural sais, 
The raw material was Die oded fo. 
standard scale, bringing it as menny 
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n a We do not- try to make the 
customer trade with us. We trade 
with him. We Jet him buy what he 
: _ wishes, not. what we want to sell. 
es “We do not push buying, we pull 
= new goods from the manufacturer 
into the buying stream. That is 
sale pull.’ t! We use our. organisa- 
on as a mechanism for letting the 
ch right back to the manu- 
J€ loser. we can associate 

t pull the easier is 
greater our. sales. So 
e sales we make. it easier 
Pp tblic to buy. 


fii} 


vi rdows. display. goods in 
mers will find their best 
s of the moment. To 
displays always up-to-the- 
do S are trimmed several 









































We- “do” ay ” display 
we want to get rid of, but 
customer wants most or 
fhe knew about them. 





mes s only irom mer- 
ERSA to the | con- 





the will of the consumer, ad oat it 
into effect. | 
EES T 


mm 
sae, Oat Evary line we handle must be 
kept turning over at maximum 
nee speed. If it slows up we reduce its 
price. Tf it still sticks we job it off, 
- give it away or destroy it. We 
cannot afford to carry any slow 
movers. — 


— a 


OF “ Most people are both careful and 





honest. — We replace without ques- 


tion goods complained about. - 








t asement rather ‘th 


Chairman and 1 Managing Director, F. W. Woolworth & Cari Ltd. 


floor, Customers more readily and 
more easily go down stairs than 
climb up. 


‘An accurate sense of consumer 
pry must be a part of our buyers’ 
minds and must govern every 
decision they make. © The only way 
to acquire that sense or develop it to 
usable accuracy is to spend years, not 


This subscription 


costs, yet allows the creditor to 


maintain almost 


A debt collection method which 
Å ioes the creditor of a con- 
# ‘siderable part of the trouble and 
expense of collecting is the object 


of a plan now being successfully run 
by a London company. 


By this system the collections 
remain entirely in the hands of the 
creditor unless the money proves 
unobtainable without further recourse. 
It works in this way. Mr. Smith, 
the proprietor of a small business, has 
some accounts which he finds difficult 
to collect. For a single small pay- 
ment by way of subscription to the 
collecting company- he receives a 
book of various forms. 


To a statement of his outstanding 
account, he attaches a green-coloured 
numbered slip taken from this book, 
which informs the debtor that the 


application is a final one and that, if 


payment is not made direct. to Mr. 


rained an A to z Knowledge 


reaches its height. 


Debt Collectio 


Smith within ten days, the account 


-will be sent to the mentioned company -fr 


Often. . for: col lection. 


carn: from complaints and can n a 


selling.” 


an 

“We live i in the future a great deal : 
of the time, budgeting for months 
ahead. Seasonal articles (and every | 
department has some seasonal mer- ` 
chandise) are planned as much as 12 - 
months ahead to ensure adequate pane 
supplies when the public demand > 
These waves of = 
demand are known from carefully  — 
kept records, and the planning is =- 
therefore done on- experience which X 
largely eliminates spec ie: 

















method covers all” 


com piete control 


aereiplory, he debtor’ being advised 
that, unless the account is settled i ine 
full within ten days, solicitors will be 
instructed forthwith to tak 
and, if necessary, to. he ‘ proceed 
i judgment and. execution. e et 
The letter, again, says that ponent 
must be made direct to the creditor, 
Mr. Smith. 


T hus. far. the. collecting “Of 
does not come. in. contact with the - 
debtor at all, and any money resulting Pee 
from: the ‘sending of these forms— > 
which seem to be very. well. designed a 
to stimulate the debtor into settling = 
up-—goes straight into the creditor's. 
hands. | | ee 

Should the. form letter be in- | 
effective, after ten days the creditor — 
forwards to the collecting company 
particulars of his claim on another. = 
printed slip detached from the book, — 
and they then: endeavour to collect Roo 
To him 5 ind 2 eve BOl- 





o result; in s > 


“up Teie = 








greatly increased in the past few 
years and 
selling more than at any previous 
time in our history, we have, never- 


Te our sales of bicycles have 


we are even now 


theless, regarded as competition 
the enormous growth of hiking. 
“ Here,” we said, “are tens of 
thousands of people regularly tramp- 
ing the roads and bye-ways on foot 
for the sole purpose of health and 
pleasure. But a vast proportion of 
these hikers are prospective users of 
bicycles, for the bicycle offers all the 
health and pleasure factors sought by 
those who want to keep fit, yet it 
offers, in addition, a better means of 
‘discovering ' the country and a 
cheaper and less tiring means of 
doing it.” 


We Aimed to Convert 


Walkers into Cyclists 


We considered that we could, by 
proper methods, appeal to and win 
over those among the hikers whose 
idea it was to see as much of the 
country as possible, at as little cost 
as possible. How could we do it? 
Ordinary advertising, though power- 
ful and convincing, was not quite 
sufficient. We had, indeed, posters 
appealing to the hiker in which the 
Wlustration showed a tired tramper 
still miles from home, sitting down 
to rest by the road-side, cursing 
hiking and contemplating a couple 
of happy and tireless cyclists passing 





20°. Sales Rise 


follows 


IOO Miles a 


Day Cyclist 


by E. F. CRANE, 
Managing-Director, Hercules Cycle & Motor Co., Led. 


by. Our advertisements stressed the 
point that cycling meant travelling 
free of fares. But what was needed 
was some actual demonstration of the 
claims our publicity made. 


Actual Demonstration Proves 
Best Interest-getter 


We decided to engage a young 
fellow, a keen cyclist, to break a 











Steadily rising sales did not 
satisfy this company. It saw a 
new and partially competitive 
field offering still greater sales 
possibilities and at once 
attacked it. A special method 
of approach won 20 per cent. 
more sales and is still increas- 
ing this ratio. Many businesses 
could devise a new and special 
line of sales promotion. Have 
you thought this over? 











world’s record already established in 
this country. This was not to be a 
mere flash in the pan but a sustained 
effort, the results of which would 
definitely tie up’ with every cycling 
centre in the country. 

In January of this year, therefore, 
we started Mr. Humbles on a cycling 
tour of Britain. But this was no 
ordinary tour. Mr. Humbles was to 
cycle a minimum of 100 miles a day 
for the whole 365 days of the year—- 


a minimum of 36,500 miles, topping 


the existing world's record held by a 
rider with both English and Con- 
tinental experience. Of course, 
Humbles could have been left to 
work out his tours without anyone 


in particular being aware of his great 
achievement. But that would not 
help our sales. We had to connect 
up with this stunt and arouse both 
dealer and public interest. 


How we Used the News 
Value of the Idea 


For a few months we left Humbles 
alone, riding steadily. Then, as soon 
as the spring season opened, we began 
to tie up publicity. A special press 
representative went aheadof Humbles, 
and a few days before he was due to 
reach a big town the press man got 
the local papers to work up a news 
story of the idea. Humbles had been 
steadily keeping up his 100 miles a 
day record, actually exceeding it 
sometimes, and the papers played 
this up, announcing when the record 
breaker would reach the town in 
question and where he could be seen. 


Local cycling clubs were invited to 
go out and escort the visitor to the 
centre of the town, receptions were 
arranged and immense local en- 
thusiasm was worked up. 


Dealers Connect up with 
Posters and Displays 


All dealers in the town were 
provided with window bills bearing 
a telegram form on which Humbles’ 
mileage was recorded from time to 
time. Special window displays were 





A “news” tie-up in the editorial Columns of local newspapers wherever the cyclist went was essential to the success of the 


scheme. in the 


FOR JULY, 1932 


rst three months over 300 stories such as these appeared. 


Enthusiastic local interest was thus aroused 








| costs of 
| bicycles. 


e sanee | travel: by 
A great local enthusiasm 


for bicycles and cycling was thus | 











Humbles a public reception, 


created, 

To take one example alone, Black- 
pool. Humbles’ reception at this 
town far exceeded our expectations. 
The road. leading into the town was 
blocked for miles with local cyclist 
escorts. The Lord Mayor gave 
and 
when he finally appeared with his 


‘machine, in the huge ballroom on 


Blackpool central pier, local author- 
ities said that the crowd on the pier 
to see him was the greatest that had 
gathered there for many years. 


Country Areas Have Great 


Sales Possibilities 


= But we are not confining this 

astration to large towns. We 
: particular attention to 
res, as it is here that people 
ost interested in cheap and 
enient travel. And here particu- 


larly the dealer tie-ups are markedly 
effective. 


The whole summer and autumn 


¿through we shall continue this effort, 
: Humbles © 
record, local areas bombarded with 
news stories of the wonderful possibil- 
-ities of the bicycle, 


piling up his world’s 


and dealers 


making their special displays. 


n . Cy cling Club Membership 








‘Increased : Some 50% 


» date, through this demon- 
: campaign, we have increased 





l our sales by twenty per cent. and so 


have already beaten our own record 
of production. Dealers in all parts 
of the country report the conversion 
of many confirmed hikers to cycling 
and local cycling clubs announce 
increased membership. One small 
club alone, a a club in quite a rural 


district, whose total membership was 


+ 


} carried out. 


fogy years never more than 40, 
increased its membership to 62 in the 
past few months. 


As mere figures these are not very 
great, but as indicators they are 
enormous. Over 50 per cent. increase 
in one small cycling club in a few 
months. On a national scale such 
an increase would be colossal. So 
far, this world-record campaign is 
proving one of the most effective 
sales. promotion schemes we have 
Twenty per cent. in- 
crease and our available figures only 
take us up to, the beginning of the 
summer. The results of the real 
season have yet to be recorded. 
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co- mgee 


DEALERS 


BY USING THESE 
WINDOW BILLS 


DON’T “SEIZE A 
CAOUTCHOUC” HOSE 


W: have repeatedly stressed the 
importance of publicity and 
other literature intended for foreign 
markets being translated and printed 
in the correct language of the buyer. 
There is no better way of bringing 
home to British manufacturers the 
absurdities of incorrect translation 
than by giving examples of 
foreigners’ errors in translating into 


English. 


We have before us a French 
manufacturer's instruction booklet in 
“ English.” Where the translator 
means to say “ take a piece of rubber 
tubing ” he says “ seize a caoutchouc 
hose.” That makes you laugh, but 


do you guard against similar errors 








BRIT Oe ND 
Gans 


and RELIABILITY 


e R ip ea aah a AE 


The interest of local prospects is 
kept up by the record of mileage 


in the form above 


when compiling your own literature 
for foreign markets? Do you realise, 
also, that such indications of lack of 
care in preparing printed matter 
about your products may suggest to 
the foreigner that similar laxity of 
supervision in other directions will 
possibly manifest itself in the form of 
irregularities in the product itself? 


For the benefit of manufacturers 
who have difficulty in getting really 
accurate translations of text into 
foreign languages we call their 
attention to the Association of Special 
Libraries and Information Bureaux, 
16, Russell Square, London, W.C.1. 
This institution has a “ Panel of 
Expert Translators,” 
in ¢his work. 
employed at very low cost as it is run 
fof the benefit of manufacturers and 
not on a profit-making basis... oo 4 





which the dealer inserts portage a 





who specialise. , 
The service can. be - 













Part 2 
by H; G. LYALL, F.C. 


_ Tr The London Research 
eae - Bureau 


a Q this: is the completion of Mr. Lyall’s 
article. Last month he explained fully 
the: technique of preparing a market 

investigation, Here he details the 

gathering of data, the supervision of in- 
stigators, the analysis and tabulation 
results and drafting the final report 









nvestigation 

learly defined, the 
uestionnaires - prepared and 
: tested, ‘the investigators instructed 
in writing and at a conference, these 
3 ovestigators now set ; out to secure by 











s, motor owners, rere ete., 
; ase a a the information 






ind Successful 
ae aoe must be- intelligent, 
pleasant and unfailingly tactful. The 
eat thing is to interest the person 









5 3 and to give the impres- 

sion that the information he or she 

can supply is of absolutely vital 

T. importance to the success of the 
Se investigation as a whole. 


: ` Although it is difficult for those 
who: direct an investigation to dictate 
to the individual investigator how to 
conduct the actual interviewing, it is 
the easiest thing in the world for the 

research director to know if this or 
that investigator on any job is doing 

: the work properly, as will be shown 

= S | later. l 





= Must keep even flow of 
incoming data 
Whenever possible, I see that all 


rators employed ona job start 
We: same time, so that by i 





first week any uneven- 


cence Rae APY BE ed ee et ee man mR ANE SLE ened aa sane “wong ane Ht 





data as it comes in. 














DAILY EXPRESS 

| 

| 

| DAILY MAN bo AFG Hb 19+ Aol ge 
DAILY MIRROR pe etre ‘o| 255182 stone 






DALY SKETCH Jawna. a a 


RAHY TELEGRAPH 


MORNING POST 


NEWS CHRONICLE 


Data relating to an investigation into 27 Nation: id 
magazines. 

25 miscellaneous is recorded on a large sheet desi ned to make the 

This sheet, measuring 35 by 26 inches, can bec 

shown, when the analysing is done. The figures given are hyp 


of special and local weeklies, 73 weekl 


work possible. 


about the same time, add iher are no 
interviews outstanding to confuse the 
analysers and hold up the final report. 


Whenever the size of the investiga- 
tion allows, I send two investigators 
to each town covered. If ten towns 
are being covered ten investigators 
would be sent out, each two covering 


two. towns, but doing one town at a 


time. Further, it is arranged that 
each one does half the interviews in 
each town, both in total and by class. 
If 500 housewives are being inter- 
viewed in a town, 100 of them Class 
“ A,” 150 Class “ B ” and 250 Class 
“ C,” then each of the two investiga- 
tors in that town will secure half the 
interviews in each class. 


The object of making investigators 
work in couples is to provide one of a 
number of methods of checking the 

n° from each 


investigator are 


analysed so that the findings o of each 


ded. to and the work those- > 


om an early stage wi 
by e this z oi 3 


oreover, 
" tors: finish 








T “Bi BW Koen, = 







i housew ives wl 1i 
viewing class * 


is, sending 





analysing of the data 


The forms sent dk 





ponr ewe A pe r i ïf 
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FEOPLE 
RENROL ESS 


HERBST CHBUAES 


SURDAY MIRATO 


SUNDAY RAPIE 













4 fo tak 












each day each TE 
in _tesult 





these ee can be shale sl at 





and compared. 


k 





Keep step by step chac on 


-progress 
A separate questionnaire is used. : 


for each successful interview so the 
if 20,000 successful interviews areto. 








þe secured, then 20,000 flledin forms 


are sent in. 





It is essential to SHCCESS eae 


_ with: the 




















ay hat dass. 
Pra duplicate of this slip, which is a 


eee check on the number of- interviews í 
“The forms are counted and 


ooo made. 
checked when. they arrive, and the 
details embodied on an elaborate 
work sheet, which shows daily how 
many forms have been received from 
each investigator, what class of inter- 
views have been done and from what 
towns. 
a Turning now to the question of 
n _ analysing: and tabulating the data 
-sent in. On any given investigation 
nearly as much time is spent on 
analysing data and writing the report 
as on actual interviewing. Unless 
one bas experienced the work entailed 
in analysing and preparing the 
material from, say, 20,000 inter- 
me can hardly believe what 
ft ask it is. 


ethod of a T data 
rhich entails the least amount 
o transferring of material from one 
£ ‘toa Reproduced on the 
previous: page is an analysis sheet 
which is also the tabulating sheet, 
















Thus oe from 










ial one. thee ‘fon each town 
ised. Ihave seën this job done 
a way. that three different 
‘e necessary. The reading 
ne sheet to another and the 
back at each process added 

. to the work and more 








Nees oT have: not found that mechanical 
5 devices help me very much. No 
analysing method is perfect that dees 
-not permit the person supervising the 
investigation being able at any minute 
to see exactly how each investiga- 
tor’s findings in any town and any 
Class compare with the findings of the 
investigator working along with him 
and with all the other investigators on 
the job. I know only one method 
which makes this close supervision 
-= possible, and that is not a mechanical 
method. | 


_ When mechanical calculators 
are necessary 


Where I do find mechanical aid an 
advantage is in the vast number of 


ae calculations, additions, percentages,- 
_.ete., which a job of any size entails. 
a have. in mind, for example, three 
| for each of which i 
en delusion. 
$i statistician is tł 











: different reporta 





worked out. 





results should present the facts in the 
simplest form possible, and also in the 
aid it gives to the responsible indi- 
think of. All the same, accuracy is | 
-essential in all worth-while market TEN ca 
research work. a 


The investigator keeps 


report. 3 
can result in a chaotic assembly of 
figures which has to be sifted and 


a copy that is sent — 


pe r cent.. to the danger of 


accuracy is not A 


“The ome hanical 


vidual’s work of writing the final 
A bad method of analysing 


sifted again before anyone can write 
a report about them. 

The essentials of an efficient 
analysing system are: (a) thorough- 
ness; (b) that it offers a means of 
checking each investigator’ s findings 
at a moment’s notice during the 
investigation, and (c) that it sets out 
the data in a way that can be 


IT GOES ON ALL THE TIME..] 
Evolution, 

Mergers, | 
New | 


Industrial 
Competition, 
New Machinery, 
Processes, New Products. 
Do you, then, ask yourself 
these questions ? 

1. What new: type of product could 

possibly displace mine ? 


2. Can my product be made more 
economically by someone else ? 


3. How would a merger of all my 
competitors affect me ? 


4. Have | a new product ready to 
produce in case something hap- 
pens to my present product ? 


5. Could some new service eliminate | | 
the need for my product ? | 


—AND HOW DO You 
ANSWER THEM? 





| per AE iriiri eR RC E RA na RNR ME Am im ah SS eer is et AN ARP TOR NS RT ERROR Eaa rank r: 


| 
| 
| 


embodied in the final report with the 
minimum of alteration and changing 
from sheet to sheet. 


The acid test of any investigation is 
its accuracy. The greatest difficulty 
to be overcome by business research 
pioneers in this country has been to 
convince the average business man 
that market research carried out 
along economical lines can be suffi- 
ciently accurate to be of real value to 
him. There are degrees of accuracy, 
and most of what is aimed at by the 
average market investigation is to 
bring out broadly conditions, ten- 
dencies, changes, needs, tastes and so 
on. I use the term “ broadly ” 
set purpose. M A 









igen 


in some ways i 
Her 


rarely indeed that I have found ‘one a 


would be extremely difficult for an | 


i definite facts and KE T no 
l pate, 


even approximately | with the investi- 


| given number of questionnaire. forms : 


of | 
i mi academical o Nöt. 
ee a tet, . fleas 


necessary figure typeof figure 
fiend has done more harm to market o 
research than anything | else I can 


How the general results can es 
reveal errors ee 

Checks have to. be applied to the | 

work in process to assure the maxi- * 

mum accuracy. One of the first > 

questions put to me by .any new... 

client is “ How do you know that =< >- 

your investigators really get the in- oo 

formation and do not make it up out) 

of “their own heads?” I should 

like to record it here that, though = — =o) 

scores of people. have been employed EES 

by me to secure information, it is 




















out in dishonesty. There have been = 
careless ones, stupid ones, and E 
nervous ones, who have — mee 
through the mill and been thrown í 


but very few. dishonest ones 


In any given inv estigatio 
properly conducted and supervised, It 





investigator to cheat and not be found | 
out. The most reliable check on an 
individual’s work are the findir 
the. investigation as a-whole. Res 
ing from each investigation there are 








or, ey. e 
findings "which would -correspo 


gation as a whole. It would S be r 
a genius at mathematics to fake a 





to correspond with the investigation ee 
as it ought to be. os : 


Comparison of these returns 
gives automatic check 


Suppose any investigator tried to- 
fake 200 interviews with housewives 
with any hope of her results bearing = 
any relation to the total findings. The — 
first query on the questionnaire would | 
probably be, “© What brand of such 
and. such a ‘product do you use?” = 
As a result of that one query to 200.” 
housewives, probably — 20° different 
brands would be given, | The investie 
gator probably knows no more than 
five, so he would have to confine his 
faked replies to these five brands, = 
which would give the ‘show awa E 
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How Can We Start Them BUYING? 


I 
Ta = i 
a ,* 


. cs 


by af HONORARY COMMITTEE consisting of 


Mr. W. HINKS 


of the J. Walter Thompson Company 


MR. CHISHOLM : 


People are buying little except from 
certain favoured trades. That puts 
the trading situation in a nutshell. 
And why? Have they no money? 
EDITOR : 

Bank deposits continue to swell, as 
shown by the Bank of England 
return. At the end of May they were 
£30,000,000 higher than last year’s 
figures. During April and May more 
Savings Certificates were sold than 
during any other two months since 
1919. A startling fact for trades to 
consider, 


MR. CHISHOLM : 


The national job, and the individual 
trader’s job, is to coax that money 
back into active circulation. How is 
it to be done? How can we get them 
to loosen their purse strings? 


MR. GRIGSBY : 
Unless you had given us those 


figures, I should have said that the 
question was premature... . 


MR. HINKS : 


I also felt that it might be less a 
question of loosening purse strings 
than “ have they got purses at all? ” 
On the other hand, some trades ¿are 
doing extremely well. One of the 
strange things about trade is the way 
in which expenditure seems to be 
entirely unbalanced. 


Mr. 


PERCY C. V. GRIGSBY 


Director of Sales Development, 


Lewis Berger & Sons, Ltd. 


Mr. CECIL CHISHOLM 


Sales Consultant 
and 


THE EDITOR 


EDITOR : 


Such as the record amount staked 
on a certain race recently. Luxury is 
still with us, and luxury trades. Yet 
the political conditions causing lack 
of confidence are also with us. 
Nobody can ignore them but there is 
another side to confidence. Con- 
fidence will not come as a gift from 
Presidents and Prime Ministers. It 
will have to be built up. Somebody 
will have to start the movement, and 
if other depressions are criteria, once 
it starts it will spread rapidly. 


MR. CHISHOLM : 


That is historically true. And 
there are some industries that have 
no complaints: industries that 
happen to be in the swim of fashion, 
that have the “ vogue ” of the time. 
I could mention half a dozen off 
hand. The radio trade is doing well, 
motors are keeping up... . 


MR. GRIGSBY : 


I heard of a case the other day, in 
which a retailer overcame lack of 
confidence by refusing to believe that 
money was short. Whenever a 
customer came into his shop he said 
to himself, “ you've got the money.’’ 
Acting on that basis he laid himself 
out to sell... . and he sold: his 
trade came off the no-confidence 
basis. Perhaps we need more selling 
confidence in trade. 


MR. CHISHOLM : 


Furniture holds up fairly well. The 
hardware trade as a whole is not 
doing too badly, although the old- 
fashioned hardwareman is losing 
ground to the more modern methods 
of the chain-stores. . Druggists are 
showing larger turnover, and their 
trade is not confined to medicines. 


MR. HINKS : 


In toilet goods, for example, the 
demand certainly increases, 


o [c.e — = 


MR. GRIGSBY : 


In the major trades you have 
mentioned, is there anything common 
to their practice which may be*taken 
as a guide? 


EDITOR : 


One factor certainly stands out in 
all of them, which is too marked to be 
a coincidence. 1 mean instalment 
trading. It would seem that much 
of their success is due to the’ 
practice : it brings high-priced goods 
within the immediate possibility of 
the man with a medium income. 
From the point of view of increasing 
trade, I should like to have your 


opinion as to the value of such 
a method. 
MR. CHISHOLM : od 

There does not seem to be- any 
doubt of its value. What is sur- 





a _ States? 
EDITOR: | 
«The. last survey. of instalment 
trading in the United States is not at 
all unfavourable. An analysis of the 
returns of 500 retail shops, doing a 
_ turnover of over £100,000,000 in six 
months shows that. payments have 
been well maintained, and that the 
proportion of time-payment to cash 
transactions remains quite constant. 
MR. GRIGSBY : 
~ Then it can. be taken that such 
trading succeeds, and the turnover of 
the traders increases because they 
have made it easy for the customer to 




























a means of stimulat- 
cturers cannot 








p 
be extended to many 
des. han use it at the present 
But nobody, I suppose, would 
end for a moment that it is a 
t would c cure ills. 





joie: factor to be con- 

'hether by instalment 
some other way, it must 
for the customer to buy, 
means or other the cus- 
e made to want to buy. 


ra 


ing do it, for nesampie? 


ng you can convince 
er of something he wants 
slieve. Goods must somehow be 
bro ght into line with present fashion 
Ta -and desire. That, quite as much as 
_ instalment. trading, is the Secret of 
the success of radio and motor cars. 
They. arg the centre of desire in the 
consugier’s present state of mind. 
The same applies to. modern furni- 
rey. silk stockings, cosmetics : they 
are not only in the swim, they are the 
swim, the consequence of a change 
in our national habits and amuse- 
momy 


S MR. GRIGSBY : | 
oe Dam certainly with you. there. J 
oo ‘find: that. people make definite, if 
es unconscious, apportionment. of their 
resources } so much for necessities — 
3 uickly include radio and the 





ar, and. people: syal always f 


“But hasn’ t there been a rather share’, Osh 


lesson to be learned from the United ‘trade. 


yrobability is 


5,000 suits. 


MR. HINKS: 


Get the product, as Mr. Chisholm 
said, into the “ vogue,” or at least on 
the borderline of desire. 


MR. CHISHOLM : 


And that is a real problem. It is 
easy enough to sell a radio, because 
people are worked up on the subject. 
But what about men’s wear? Men 
are not buying clothes as readily as 
they used to. I know of one director 
who it putting a lot of weight into a 
campaign on men’s wear... . 


EDITOR : 


There is a telephone a at your elbow, 
perhaps he will tell you what response 
he is getting .... 


(There was a ‘brief 


MR. CHISHOLM (Putting aside the receiver) : 


; He i is pulling customers and selling 
men’s wear. A price appeal is selling 


waterproofs, and quality is selling 


flannel trousers at a guinea a pair. 


MR. HINKS : | 

And that in competition with a 
branded article, nationally advertised, 
at a considerably lower price. 


MR. CHISHOLM : 

© What is more significant, it appears 
that when a positive drive is under- 
taken, buying can be stimulated. 


EDITOR : 


There has been a good deal of 
pessimism regarding men’s wear. It 
is said that men will not buy clothes 
as they used to. It may be true, but 
I know of several cases where a real 
merchandising scheme has brought 
definite results. One tailor has 
successfully applied instalment 
trading to his business. Incidentally, 
he has done it cleverly and taken 
away whatever distaste there might 
haveybeen to the scheme. He has 


formed clubs, on a monthly subscrip- 


tion basis, and refuses to sell clothes 
at a lower price for cash. The sub- 
scriptions cover two or more suits 
per year. As a result he has sold 


pi i men’ S wear. 





To get it moving we “shall the Joo 


probably have to expand the appeal. 


interlude, — 
while the telephone introduced a 


that they have put up sales, and in 
new contribution to. the discussion.) 7 Et 


‘some cases they appear to e the onl 


cigarettes. 


iditions to 
ourable to spasmo 
] st be sustained, and a 
yse ends ‘tied up. It is lack of © 
confidence rather than lack of pur- = 
chasing” power. that has to be fought. 


MR. CHISHOLM : | oe 


As I see it, the first efort i must be. 
directed towards bringing the goods = — 
into line with popular taste, bring 
them by one means or another under” 
the influence of desire. It may mean. 
—it generally does, to-day—the «| 
provision of some “ plus °” or other, 
which may be a definite bonus, or an- 
appeal to pride or vanity, lower prices a! 
or better style. EE 





ETOR: o 
By bonus I take i it you nean n gift o 
schemes? _ o 
























MR. CHISHOLM : 


Gift schemes have been’ debated 
pro and- con, but there is no doubt 


means of bringing Wee 
stream of desire. W 

They are alre j 
but when the added. Taducements of 3 
silk stockings, golf clubs, radio sets, 
furs and even motor cars are. con-. 
sidered, that “ plus ”’ becomes a rez 
urge. The newspapers thi 
have followed the same route ; ins 
ance is a plus: dictionaries, free seat 
at the theatre and what ‘not, 


MR. GRIGSBY : 


Until, at- R it: seems that the 
actual goods sold are secondary to 
the goods given away. Some = 
cigarette advertising, for example, _ 
seems to worry a great deal-more 
about the Queen of Spades: thar 
smokes. The danger in that “ plus o 
is the dissipation of energy and the 
waste of appeal. [look on the 
problem of inducing customers very 
directly. The fundamental motives: 
underlying purchasing should be 
carefully considered. 


MR. HINKS : 


The motives are fairly well under- ee 
stood, by some people at least. They 
resolve themselves into a few: fear, P 
vanity, ambition, emulation and style- ooo 
appeal are outstanding: k 





) MR. CHISHOLM : 
It is not trade taken 
from other tailors entirely: he has- 
definitely maa the Consumpioa: 


Every one oí which bas a nag 





“oa the immediate desirability of the - 
“article to be ‘sold. K 


EDITOR: 


should “be remem- 
€ of advertising. 


be an ‘obvious. stress—the | 
Take © 
for example. There are number- 


is often more effective. 





less cases where the sale of a product 
: has. been phenomenally increased by 

a proper ; attenti M to it. 

ki is, o: course, the basis of all 

patent medicine advertising, whether 


disguised or outspoken. It is the 
real urge behind the increasing sales. 
MR. HINKS: 

nd it is by no means confined to 
t medicines, although the best 
trations come from that trade. 
ke the sale of mouth washes, See 
w the sales mounted when a mouth 
with tainted breath 
! ng word had to 
, of course. That sold 
It was fear, properly 


































tackled. 


You can add carbolic soaps, to 
body o odours—called B.O. in the 
, and explained in a small, 
“inoffensive paragraph. 

< MR. CHISHOLM: 

.. Every one of the motives can be 
) the same way. And almost 
very product can be tied up with 
“them. For example, cooking stoves 
have been sold by advertising them 
a en, with an indirect appeal to 

sense chivalry. Men’s 

2 been sold to wives, for 
tear ‘men’s. appearance did 
< not inspire confidence. — 

EDITOR: 

And cosmetics can be sold to 
nen in the interest of their men. 
Not for reasons of vanity, because 
when women make an effort to look 
their best it affects men’s courage 
and optimism. 
MR. HINKS : 


Added to the motive appeal, there 
must be the merchandising idea of 
which I spoke before. It can be 

-~ applied in many ways, but it must be 
applied in one way or another. For 
example, take a branded commodity 
sold formerly in fairly large- 
nits. It was foodstuff, and 
tailers backed up by a 
You | 























sales. 


removed, 
cheaper. substitute, strip ite. 
it at the same prices- 


for. the 


there was nothing _ 7 logan v 
epahan 


The Co EO 
Retailers: could t: 


the size of the unit wa 


‘individual. “con neh ner, 
which could not be de aced. 
the sales curve is rising again, In 
every line, if success is to be reached 
it is necessary to incorporate some 
definite tie up with the consumer. 


MR. GRIGSBY : 


There is another point which 
properly leads out of that. I mean 
effective tie-up with demand in every 
particular. In every trade there is a 
constant flux. Our old avenues 
close, and new ones open. In paint, 
of which perhaps I can speak with 
more knowledge, we have to face 
very considerable change. The 
manufacturer must keep his methods 


Now, must be put on ia 
Every manufacturer Cae 
be based on two fundamental p ee 
‘a hundred per cent. knowledge of fhe co 
commodity, and a hundred per cent. 








knowledge of local conditions, ni. 
means a lot of research and a tot of 
hard work, but they pay, 


MR. HINKS : 
That is true. The cont 
not only lacking m t 
consumer, It is lat 
retailer. One of 
efforts Tt imow, - 











flexible, so that they can be ge = J eling d 


with every change of fashion and 
demand. 
home-ownership in the last few years 
has put an entirely new angle on 
much of our trade. 


Other elements enter, connecting 
with Mr. Chisholm’s * stream of 
desire, and which attack each trade 
in their own way. To make sales we 
must keep our eyes open. For 
example, it is my personal opinion > 
that the films have made the English 
youth one of the best dressed in the 
world, just as pillion riding influenced 
the sale of silk stockings. And think 
how the wholesale tailors capitalised 
the change that came over the 
countryman, due to rapid transport 
and the films. He is no longer 
a yokel, but a  smartly-dressed 
individual. 


MR. CHISHOLM : | 

You will find that timely appeal is 
one of the fundamentals. 
MR. GRIGSBY : 


But not so easy to apply to paint, 
he instance. We cannot capitalise 

“ fear ’’ motive very easily, and in 
Eagland we can’t do much with 
“ factory consciousness,” which i 
powerful appeal in the United Sta 


MR. HINKS : 
There are 





other elements 


question of the re-sale i 
has followed the 


the 


lines and sell from a 


EDITOR : 


essential first of al 


to . 





The enormous growth of out Je 












T jer. gan is well 
l know of many 


manufacturer's rey 
distributor’s 
That makes a ri 
which can bring s 
movement. 2 
suggestion, that Lins 
much as possible. M 
men to carry two or E 











Adi 





lines compete v 


Then, to sun 
for the consumer to buy 
If they are high-priced, 3 we 
come much of the re $ 
instalment. selling, if they: 
within the reach of even m pa 
purses they can be pac ked 1 
venient sizes which necessitar a ay a 
small outlay each time. After that me 

or even before that—~they must. he | 
brought into the stream of desire by 
some. means or ather, PRI ea 








consider : emulation perhaps, and, so — ł 


far as the small owner is concerned, 
price probably enters. | 


a sogan was E a 





n {At this point, a. suggestion with A 





In 


Pre 


hrough illness, 
causes.——Such must g 





and Ware $ Sheets 


by S. T. ELLASON 


Sie, locking-in zardi, wages sheets 

and wages bags are such 
ew common forms of stationery in 
the majority of large organisations 
that very seldom is thought given to 
the aggregate time and labour in- 
volved 1 in filling them in, 
In surveys of the use of office 
| Gationery, 1 have found that many 
‘ constants occur. That-is, con- 
-recurring information that 
duplicated or repeated 
ven more times. In 
where the constants 
ed, almost invariably 
and mee can be saved and 


















his varies in 


rks | were. > spending a ar 
Jay recording this fact by 
se recorded clockings 
ployee had attended for the 
t’? number. of hours. 


Ss 'o save this continuous repetition, 
a clock card was specially ruled to 
take “lost time ” on the left side 
< and “ overtime ” on the right. Also 
-at the foot of the card where the 
weekly, hours were summarised the 
9 number 47 was. printed. The idea 
` owas, to record day by day lost time 
and overtime, and to bring these two 
He factors at the end of the week to the 
-~ summary of hours and showing (by 
addition and subtraction). net hours 
worked.) o- j 


The: saving of clerical effort may 
ane be summarised: 


o Elimination of daily. Ee 
the total hours. worked. 


Jn a all 







dock cards where 


Pti in our case 


l week has been worked 2 1 7 


(4) 
separate factor can be easily 
noticed by shop foreman when 
he inspects the card daily or 
weekly. 


Obviously the rules governing the 
use of such a card are not as brief or 
simple as those for the ordinary card, 
but the usual type of labour employed 
on time and wages systems very 
easily grasps the new routine. 


Our rules are as follows : Recording 
daily lost and overtime.—Where 
overtime is paid only after the usual 
hours have been worked, any figure 
put in the overtime column must be 
net (after any time lost during the 
day has been deducted from the time 
spent at work after the usual closing 
time). To enable the shop foreman 
still to have his note of lost time this 
factor is inserted in a different colour 


ink from that usually used in the 


3F 


‘lost time ’’ column, so that it is 








HOLD THIs sioe TOWARD 


YOU WHEN CLOCKING 


Phar erepnmeimarahice 


No. Dept. 


NAME 
DETAILS OF WAGES. 
JOB No. | PART No. | a s. d. 





A mbere aeania 






HOURLY RATE 





EREE CE 
Af 
ie 

BEDUCTIONS | 


WAGES PAID 





RECORD TUESDAY . 


OVERTIME - 






Receives 
ABOVE 
WAGES 


WEEK ENDING 








Lost time being shown as a 








is “lost time.’ 


" Nightwork. 4 recognised table of | 
_-standard hours is formulated and the > ooo 
< basis figure altered accordingly, if < = * 


necessary. After this has been done 
no further special, instructions are 
necessary. l Eao 


Sunday work. Since this is nota 
usual working day, it is treated as iS 
overtime and, therefore, the whole of: 9 
the time w orked on Sunday is posted 
to overtime column. : 





Addressing Machine Cuts _ ~ o 
Time to One-Twentieth == = 

To pass on to another. feature of. 
the forms: such items as clock nt i 
ber, rate, name, department. and 
surance deductions are common to th 
clock card, wages bags and wages — 
sheet: (ie. are “ constants ’’). There- 
fore, if a standard method can be 
found of reco 
on: these forn 


























addressing’ ne. for this purpose 
In addition to the accuracy obtained, 
which is an important factor EA the 


preparing “lock cards, wages 
o Conana o pag 


















| NAME | 








| Week Ending 













i ONLY CLocK STAMPINGS w wis o£ Reco 
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re We Coming to 
e Turn in World 


ome ” settlement of the poner pe 
estion, and ease the European 

r vee reparations are 
or are “ reserved ”’ 














; Meanwhile, pagaracon o Na 
t fell due during the term of the 
ference have — been pos pone 


The hope is that a new, and 
time ate basis will be 







1 a the Tandak 
That. position has 


, . Ottawa Wili Bring 
Certain Benefits 


Despite criticism levelled at the 
importance of Dominion markets in 
some quarters, it is still true that the 

_ Empire offers our best early prospects 
of increasing trade. At Ottawa, 

ey if oo Customs Union cannot be 
_a lowering of restrictions 
ifferent (pi ol the Pei 
















the cotton industries of Great Britain 


and Canada, have shown that difer- — 


ences can be settled and that the 
legitimate ambitions of the Dominions 
can be made to fit in with a larger 
volume of inter-Empire trade. 

That trade is of prime importance. 
A generation ago our trade with 


Canada was only £6,000,000 a year; P'en 


it now averages £33, 000, 000 under 
preference. Trade to New Zealand 
has increased from a negligible 
amount to £20,000,000 a year. We 
ship £50,000,000 worth of goods to 
Australia annually. The Crown 
Colonies take £64,000,000 worth. 

These figures by no means 
exhaust the possibilities. We buy 
£200,000,000 worth of goods 
annually from foreign suppliers out- 
side the Empire, which might be 
met from our own territories. 
Similarly, the Dominions and 
Colonies buy a like amount from 
sources other than Great Britain, 
and which we could supply. 

The Empire affords a near and 
real market for all its parts. 


India’s Market 
Improving 


india offers encouragement to 
British manufacturers who take the 
necessary trouble to develop a market 
there. Despite the political differ- 
ences which still exist, there is a 
tendency among India’ s leading 
industrialists to cultivate common 
understanding with British houses, 
so that trade may be put on a 
sounder basis, whatever progress 


ae or may not, be made politically. was 
os a has goods to offer fhe world, -tiot 


, EE She nasi 


finished goods. 


must be assured of U 


effect such reorganis 






sufficient domestic aneli ee coal and. 





metals, hides, wool, rubber an a oe 
What she needs, howev er, $ ure : 


She is de pendent on 
the West for machinery, burdware, 


iron and steel, yes and Shee 





















demand, as ea 
and abana stores. 


zu s for o = 


The aliy i mporta 
British Aai 


exporters to £ 
attention io India. 





pointed out, gt 
requisite material a 
possible price, cand the. m 
of the tariff is. to ena ile , 
industry to put itself in order’, wio 

a permanent tariff only >s te reward ee 
of such re-organisation. see 


_Consequenty a National | 


alt sides: of the 
Regional ‘Committees 
conjunction with the main 








< Our steel ee ee eee 








il Thomas (Bessemer) steel is 


T „preferred by our subsidiary ad > 


for re-manufacturing; it is consider- 


ee ably cheaper to produce than open 


hearth steel, yet its manufacture is 
neglected by our steel-makers. 


= t is also wrong to say that 

ae Continental f.o.b.. prices are lower 

for this. country than for other 

Be markets since the imposition of the 
tariff. =- Prices.are the same for all 
a8 markets; with very few exceptions, 
and imported. steel is re-manufactured 

here in competition with the goods of 

the countries s supplying our imported 
steel. oi 


2 T ariffs must be designed to assist 
oono only. ‘the steel-makers of the 

© ‘put also the subsidiary 
and until. re-organisation 
ssible home supplies at 
, prices, there must be 
of drawbacks to enable 
cturers to compete with 
producers ` of finished 
i “Otherwise, our: trade in 





























Sal mnie Tanks and 


-developments are pro- 
r basic. industries which 
upi fe impase to the 


pert feat been. in the galanin 
-ac long time. It has been 
- depressed by world conditions, by 
= -shrinking use in competition with 
other fuels, by faulty organisation 
and by international restrictions. 
Reorganisation within the industry 
is brought nearer to probability by 
the recommendations of the Coal 
<o Mines Re-organisation Commission. 
eso The: anticipated outcome of re- 
< organisation is unified control, which 
= owas sadly needed: an administrative 
change, dealing not only with policy 
-and price maintenance, but also with 
the lowering of production costs. 
"The change will probably come 
Oe - through voluntary association, with 
a holding company- acquiring the 
2 „share capital of the various units, so 
avoiding » unfair discrimination. 


was 5 









s. for o use e of coal. 
| is makin 





“On the other side are the ee ee 
The ap 


Admiralty is. Ti the um, The 
„ments closely: 


Even our exports 
touched and passed the lowest point. 
Although the quota still exists France 
has decided to allow 130,000 tons 
additional imports of British coal per 
month—1,560,000 tons per annum. 
And the German quota is being 
fought against. 


How the Railways 
are Cutting Costs 


Commonsense methods on the 
railways, with a little co-operation, 
have effected considerable savings, 
and will be carried further. Figures 


now published show what wastage _ 
promise to bring a wider use, due to 7 
-Hfe of 


took place in times of prosperity.. — 


Before amalgamation of — the 
various groups something like 30,000 
articles were scheduled. A prelimi- 
nary survey reduced their number to 
7,000. A central committee, putting 
the rake over this remainder, brought 


it down to 4,400. 


Further economies have been 
made in cutting the amount of stock 
carried, which is now only 69 per 
cent. of the amount carried eight 
years ago. The number of actual 
stock items has been diminished by 


$0,000 and the number of items pur- 


chased under contract has been 


reduced by 35 per cent. 


The L.M.S. has gone further in 
rationalisation by the introduction of 
a budgetary system, resulting in far- 
reaching economies. Locomotive 
stock. has been cut by 1,000. The 
types have been brought down from 
393 to 261, and it is expected that 
ultimately only 20 different types of 
engines will be required. 


Standardisation of signalling, 
maintenance of the permanent way 
and other routine. services, without 
impairing safety or efficiency, have 
made possible a reduction of 2,000 in 
the paid staff. 

Over all, rationalisation and stan- 
dardisation have effected a saving of 
over £13 000,000" per. annum in 
railway openi es 


: o all 














tionalisation. 


Of A an Aad ales? ° tractor ruling 
two eight-wheeled trailers, carrying 


may have 


lengthening the service 


Steel, according to recent tests, 


; years, and probably 30, which com- 
pensates for the extra cost; 


siderable market for British manu- 


most of which are imported. 


profit.” 


industry. the ìà insurance et pieces se 


10 organisation of 2 
which could not, in 
ut its overhead 
standardisation, 






in alla load of 15 tons, and operated ` 

at low cost. The road train cans — F 
perform all the functions of a branch — 
railway at a fraction of the capital 

and working costs... | ; 


Steel Sleepers: * a 
Better and would Ż 
Help Industry —© 


Steel sleepers have been in common 
use almost everywhere but in this | 
country for many years; until 
recently our only steel- sleepered 1 
way was the Great Western. 




















Improvements in manufacturing - 


steel. 





Ordinary wooden. sleep 
siderably cheaper. than ` 
and have a life of about 20 
can 
be safely expected to last for 28- 


and th 






have a greater recovery Vv 
their useful life has ended. 


This should open a new and con- 


facturers, for the railways. consume ; 
about 4,000,000 sleepers annuali 


Why are British | 
Shi pyar d Costs ` loo 
High? 


One of the least encouraging signs oe 
of the times is the fact that a 
Newcastle-owned ship is to be towed) 
from ‘Tilbury to Rotterdam to be nae 
repaired, TEEF 


Fhe ship, which went ashore ae = 
year, broke in two and the halves wii = 
be taken to the Dutch. yard to be etn 
joined together. — : 


Dutch tugs will ‘undertake the 
towing, and Dutch workmen will do 
the work, ‘Dutch ‘capital reap the = 
All that comes to Britain is. 



















lased their fro year. 
945 shops and 129, 000,000 
mers, they have so successfully 
fought depression that their trading 
= shows a net profit of £731,891, an 
ee _ increase of $9, 627 over the preceding 
year oe 
This is “not the whole story; 
£36, 000 was reserved before arriving 
at the profit figure to equalise depre- 
-~ ciation allowances. Ten shops were 
practically rebuilt, and 34 new ones 
~~ opened. 5,000,000 new customers 
= owere served in the year, and export 
rade. showed a “very large increase 
indeed. 
The Light Production Company, 
Ltd., makers of Aerolite Pistons, 
doubled - their turnover. purely by 
rch to find the perfect 
< following up their 
bold and continuous 





































-advertising. 

~ Paton and Baldwins show what 
= can be done in wools and hosiery 
yarns. Profits have been increased 
öm £112,000 to £287,000, and the 
dividend. from 2} per cent. to 74 per 
cent., after putting £100, 000 to 
reserve. 

The secret behind all these 
© successes is the same: organisation, 
‘definite sales policy, full co- 
“ordination and co-operation of all 
departments (as essential in good 
times as in bad), which substantiates 
je act ‘that there is trade to be got, 

: twill not come uninvited. 


lid We Miss the 
Tourist Boat? 


. The trans-Atlantic passenger 
‘steamers are carrying almost to 
capacity, and ships are being turned 
round as quickly as possible; there is 
sa brief boom in tourist traffic from 
‘America. 
Unlike conditions prevailing last 
year, it is almost impossible for late- 
comers to find reasonably-priced 
accommodation. There is room to 
travel de-luxe, but the “cabin ’’ boats 
are. fully booked two and three 
1onths in advance. 
-certajn amount of money, even a 
rount, will come to us in this 
ere could have been a 
harvest if we had 
‘ist question with the 
‘sistence as marked 
orts of a few $ Te 
eled i 1s. Cres n es- 
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gw trade” : 
* happened to the various sc s that 


tin. operation as a conseg 





a Cany othe 
promised so much ? ey 

A certain amount of effort has’ been 
put into the American end of. the 
business, but the Continent could be | 
exploited to considerable. advantage | 


in view of the rates of imac 











Encouraging Signs 
The world’s trade is constricted, 
but we are still of opinion that there 
are signs of encouragement. The 
production index of the United 
States is low, but progress has been 
made in the creation of a solid 
financial foundation. Bank deposits 
are increasing and bank loans and 
investments move up. Loans to 
business are expanding. The credit 
strain has been eased by the policy 
of the Federal Reserve system, and 
the consortium to support the bond 
market has already had helpful 
effects. Bank suspensions have 
ceased, and apprehension is allayed. 
The improvement in the underlying 
situation, although not spectacular, 
makes a foundation from which 
increased business can start. At the 
same time, it must be remembered 
that the United States has a long 
way to go, and we cannot see any 
real hope of betterment this year. 
Belgium, Luxembourg and Holland 
have formed a Customs Union, which 
is significant of the growing deter- 
mination to abandon artificial re- 
straints of trade. There is Httle 
doubt that the movement will spread, 
and that other agreements will 
follow. Any general lowering of 
barriers will be welcome, but that | 
lowering must be universal if it is to 
have full effect. 
The annual report of Sir Gerald 
Bellhouse, chief inspector of fac- 
tories, issued by the Stationery Office, 
also makes for encouragement. 
Nearly all the industrial areas 
near London have expanded greatly, 
Edmonton, Enfield and Welwyn, 
Brentford and Acton show consider- 
able advance, North Acton alone 
claiming fifteen new factories during 
the year. 
Many industries show a forward 
most marked in aircraft and 




















































Scie ci eae ae in ae ea aa IOI 


fOr. papa Cte ee 





move, 
motor construction, wireless, paper nd 
and paper board. Our newest enter- eo 


prise, fruit and vegetable canning, 
accounts for eight large and modern 


factories. Films have also grown in 
importance. 
The report verifies what has 


already been stated in these columns, 
that the suspension of the gold 
standard and the imposition of | 
‘tariffs have resulted i provement FE 
in ‘domestic conditioni 
-Nearly a hundred nev 










č ories are | 3 


















with 


_ BUSINESS Weather Map, re 
veal at once the general commer- 
cial situation of Britain. The 


_ Map shadings indicate the un- 


employment in the various areas 


NORTH-EASTERN DISTRICT 


Coax still shows no real improvement, 


“>. and the outlook is not encouraging, although 
steam coal still meets a fair demand. Coke 
4s quiet. SHIPBUILDING is at a standstill, 
and although there has been some small 
-o o activity in Surp-REpPAIRING, no 
<i eontracts are in sight. IRON AND STEEL 
=- e show no improvement whatever, although 
steel makers are anticipating some benefit 
- from the decisions of the Tariff Commission. 
tocks are considerable both in this country 
‘oad. Pig Iron, now subject to duty, 
viet. Export is unrelieved by any 
GRAIN is slightly better, and 
in optimism in the trade. 
bx echange, although inquiries 
na little better. 



















vn 


ASA 


“proved, although basis 


large. 





© Very Fair 


t 


Sek AND Ši 


fluctuated greatly. The competition between 


continental producers increases, and it is. 


certain that foreign steel is now being sold 
in this country at less than cost of pro- 
duction. Despite rumours that the Cartel 
is reaching agreement as to price mainten- 
ance, itis unlikely to come into operation. 
The British steel works are invariably 
quiet. Corron conditions are still waiting 
for improvement both in trade and in 
labour conditions. Foreign demand is not 
satisfactory Yarns are quiet and business 
in piece goods has been slight and at poor 
prices. GRAIN is fair, TIMBER unchanged 
at quiet. ENGINEERING is rather brighter. 
Woot: Clothing is slow to improve, and 
confidence is lacking. LEATHER also shows 
restriction, and stocks are heavy. 


MIDLAND DISTRICT 

Iron AND STEEL: the position is un- 
relieved, save for a slight demand for 
bars. Prices show a tendency to weaken 
all round; any attempt to maintain 
tinplate prices has been abandoned. 
ENGINEERING is quiet, and recovery is 
dependent upon the condition of the heavy 
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although collieries and cotton mills are 
placing some orders for replacements, and 








ELECTRICAL ENGINEERING is. 
ith. few signs of upturn, 





unchanged 





there is a somewhat better tone in export. 
Motor Cars have done better both for 
home and export trade... The HARDWARE 
section is finding an increased. demand, 
although improvement is not general. 
Aluminium is profiting most by the improve- 
ment in conditions and ironware. is- very. 
quiet. TooLs are in increasing. demand, 
principally for the home market, JEWELLERY... 
AND Pratt. the conditions are generally BEN 
quiet. Carpets: the trade is regarded as y °°. 
being quite satisfactory and manufacturers 

are working full time, and in some cases 
overtime is being worked. Export. is 

medium to good, but the greatest increase 

is in home consumption. Boors anp oà o oo) 
SHOES have not yet shown the anticipated = = 
improvement, and conditions have fallen = =) 
off rather than become better, The same is- 

true of Hosiery, apart from some demand = o <o 
in cotton underwear: TIMBER is mediam. 0: 
CHEMICALS unchanged at fair, coi opie o 















SOUTH-WESTERN DISTRICT 


FURNITURE is medium, and prospects 
are not very favourable to an immediate 
expansion. LIGHT ENGINEERING maintains 
its position but does not make so much 


„or two. LEATHER is very qui 
AGRICULTURE is medium. GLOVING is notso `; 
good, and the trade is uneasy, owing to 
tariff changes. i 
EASTERN AND 
AGRICULTURE is moving forward sat 
factorily, and the position is improved. 
CuemicaLs medium fair. Licur ENGIN- 
EERING Moderately good, 


SOUTH WALES 
The condition overall is unsatisfactory. 
IRON AND STEEL are very quiet indeed, with 
no prospect of improvement. Coa. : steam 
coal is stagnant, but there is a considerable edn 
demand for anthracite. SHIPPING is a 
little improved. TR 











SCOTLAND an 
AGRICULTURE is improving, and cattle 
still fetch fair prices, Sugar shows a slight 


improvement, at rising prices. JUTE. is 
slack and prices are easy. Coat is 
unchanged and demand poor. Export is 
falling off. IRON AND STEEL: a slight 


activity that was noticed has died down 
again, except for some demand in sheets. 
SHIPBUILDING is still motionless and output = 
is only 10 per cent. of last year’s figures,” 
Woo. anD Hosizry: activity is recorded 
from the home market, but none- in export. 


NORTHERN IRELAND 


Frax: all branches of the linen trade 
have been. quiet, although a revival is 
anticipated, especially in household linen 
and handkerchief sections. SHIPBUILDING o o5 
is showing signs of a little greater activity © 
yai are. forward. ©. 


ay “ALLAN G 


Late Executive Engineer at One of T World's Gre Steel Mills | 





















a | o ne of the. principal e | Overheads v ere 5 a 
ER C) factors which ea C that. -prices could 
New business men have Little by little, all along the line of lowered. ee 
to study in oe 2 Executive control, the cost of lost time Wechat algo a v 
economic production is : harg direct contact here. The 
that of time. It is a was piled up to form heavy overhead =e Sas 
oe salient seme of our hehe costs. Slow decisions due to unwieldy would decide 
shop and office met 5. ° : ° es Treit.T- 7 sipeer 
“But where does this factor routine were prejudicing the business. fad a E, 


Abandonment of red tape; short-cut 
plans to keep Executives in constant 
and direct touch with their main 


of time have its beginning ? 
executive control. 
Machines have been 

























installed — sete ara 


down to the executive, _ personally, 
-we cannot give judgment on men who 
_may be poles apart. We have good 
we have bad executives. In 
ncy they vary as much as 
orkmen in their respective tasks. 


- Production, however, hinges around 
the executive. He is the controlling 
factor. If he is strong, capable and 

sound——good; if he is not quite one 
d per cent. efficient, then no 
matter how well tuned is the rest of 
the plant, it must suffer in relation to 
olts head, 


_ Executive-contact 


a l e Jobs 


The ı main and controlling feature 
of efficient business is the matter of 
_ making sure that those people directly 
responsible for anything are in direct 
touch with it. If anything else 
should arise to take up time it should 
be given secondary importance. H 
the work should be too great, then 
direct control must be maintained 
ewer that part which is most neces- 
+. sitous, while an assistant is delegated 
to look after the remainder. 
“Phere is a divergence of opinion as 
to what is most necessitous, but | 
think we can clear this by saying: 
that which means time in production, 
ling, or in buying. 


e engaged in a large 











here eee. was This saved a 


responsibilities speeded up work, ec. 
increased ‘business and cut costs o 





charge hand had to see- the foreman; exe 


foreman had to see 
manager; and so up the ladder. 
answers came back in the same way. 
Each individual had to wait for an 
audience after he had found his man. 
Each wasted much time while the jobs 
were hanging fire awaiting decisions. 
And then, as the information passed 
through the various channels, it lost 
most of its point. Sometimes the 
issue became so confused that it was 


the eras om: i 
The 4 


weeks before quite minor difficulties w 


could be straightened out. 


Not only alth 


that, through its laborious routine the ver 


firm was 
business. 


losing contracts, 


Work Speeded by Getting n 


Decisions Quickly 


We altered this by getting execu- Re 
tives directly in touch with the jobs- 


for which they were responsible. 


Every morning, between 10 and 11. 


o'clock, the engineering manager 
would visit the engineering offices 
with all his technical assistants and 
departmental heads. 
under dispute that had arisen in the 
last twenty-four hours was settled at 
once. A consensus of opinion was 
made among the assistants; then the 
manager would decide, by either 


improving on suggestions, offering 4 
new ones, or deciding on specifics fhe. 
suggested by any of. the others, sOn 
tremendous. amount. ot 





me and cost. 


losing | 






abone, | dei 
Any point 





r 


was : 
‘hes i we 


examined. Poges 


made of everything and then a care Lees 


ful analysis was made of the charta a 
Questions were pul, “Can s 

reduce time here ?" a 

have Avett. cont FOr 














‘tutional ”’ 


. 


tion—was imperative. He was 
instructed to give this his primary 


attention. He was also to interview 
clients personally, and at their 
pleasure. As he was a very busy 


man the more general work was 
deputed to two assistants. One 
looking after production, generally, 
in the shops; and the other looking 
after complaints, committees, 
general correspondence, selling 
(general) and purchasing (general); 
cach of these assistants also having 
direct and complete contact with 
offices and works. 


Every Day’s Problems Cleared 
Up by Evening 


In the evening, after the works 


closed, there was held an executive 
meeting of all heads of departments. 


Each reported any outstanding 
matter or departmental difference 
that had occurred during the day. 
This committee was controlled by 
the senior assistant to the general 
manager. 


In addition, a private meeting was 
held each day, when each of these 
two assistants reported to the 
manager the matters of the day; and 
thereby kept him fully in touch with 
conditions. If there arose at the 
meeting, or at the works, anything 
of urgent demand, the manager 
would attend to it personally. 
Nothing was allowed to hang fire. 


The case of the engineering 
manager was similar. He had two 
assistants, each directed to different 
duties and = service. Each was 
highly technical and worked out, or 
caused to be worked out, all 
problems. Alternative designs were 


‘sometimes made on certain things 


that demanded special attention; and 
when all details were ready, the chief 
engineer would be called in to give 
a decision. This was immediate and 
it was final. 


Ensuring that No Problem 
Holds up Work 


-- But let us go into some of the 
actions of this engineering manager 


who was directly responsible for 
manufacture. In the early morning, 
usually before the offices were really 
started, he would take his “ consti- 
in going through the 
works. He took note of that which 
was of greatest importance and 
studied progress and manufacture. 


+A little bit each day kept him fully 
conversant with progress. Then, at 
a specific time in the morning, he 
called through the engineering offices 
with assistants? All points at issue 
were, settled, or sufficiently so that 
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progress could be made. If he was 
called out of town on business, or 
could not attend, an assistant was 
deputed to act in his stead. If 
something extremely difficult arose, 
it would be deferred until the 
evening. And then, after tea, all 
interested would meet and discuss the 
matter until a settlement was arrived 
at. This method in no way inter- 
fered with the ordinary day’s routine, 
or caused any chaos of thought or 
method. And no time was lost. 


We went into all details in this 
matter of saving time with execu- 
tives and forced each to give his 
direct attention to that which was 
held up due to any lack of decision. 
The policy was that executives must 
act directly, and at once. 


The question of time in delivery of 
material was, with us, very acute. 
An especially large order would 


A NEW PARAFFIN 
FLOODLIGHT 





Burning only paraffin oil at a cost of 34d. for 
20 hours’ continuous light, this portable 
floodlight throws a beam of 1,000 candle- 
ower. It is storm-proof and weighs 134 Ibs. 
he source of light is a silk mantle which is 


said to have a long life. Paraffin goes to the 

burner under air pressure given by an 

ordinary cycle pump. The 14}-inch reflector 
is chromium-plated 


sometimes take months to fill. The 
problem facing us was this. If we 
went through the prescribed formula 
of designing, approving, then order- 
ing we had to wait a long time 
between the issue of drawings and 
the start of manufacture. Our con- 
tracts were specified for a certain 
time, with a penalty after time limit. 
Moreover, this “ time-lag’’ also 
directly affected our customers, who 
would have a capital commitment 
lying dormant, while we were using 
our plant for orders that should 
already have been fulfilled and the 
new orders started upon. Our 
costings, too, were wrong. When 
we were costing for a job on a seven- 
months’ basis for plant use, where it 
could have been made on a six 
months’ basis our “ general ’’ costs 
were relatively higher. This reacted 
again on the quotation. Our gosts 
being higher, we were losing on 
contracts that would otherwise have 
come our way. It all boiled down 
to a matter of executive efficiency. 
And here we had to regulate our 
executive staff, as to how we should 
purchase our materials. 


We Could Pay More for Raw 
Materials 


A survey costing of the whole 
plant showed us that we could afford 
to pay as much as 100 per cent. more 
in some cases for raw material, in 
order to have that material sooner, 
cost in days, in “ general ” cost, 
being greater than initial prime cost. 


In the passage of any orders— 
either buying or selling—we formu- 
lated a policy that all orders should 
go as direct as possible, without 
resorting to an official routine. This 
saved much time, as in some cases 
we could cut out all executives but 
one, in the passage of an order from 
the head executive to the shop. It 
also kept the executives free from 
such things as alleged “ urgent ” 
business; things that take up so 
much time and cause so much 
trouble and annoyance to the detri- 
ment of other real and necessary 
business. 


In our organisation now it is 
possible to take any active factor, 
such as an order, a design or a 
purchase, and to trace its passage in 
a straight line from the point of 
origin to the point of finality. Fur- 
thermore, it will be found that this 
line is the shortest that it could 
effectively take. The “ time-lag ” 
has been eliminated and overhead 
costs have been cut by fully fifty per 
cent., not only in the fattory but in 
the executive and general offices as 
well. 


BUSINESS 

















a Free Rides’ ” Idea 


Brought New Customers 


n the face of adverse conditions, an 
xclusive tailor was compelled to adopt 
some of the selling ideas he had pre- 
_ viously scorned. He found it paid when 
he offered, free, an hour’s riding to 
every” purchaser of riding kit. Attrac- 
7 tively-worded — complimentary tickets 
were given and the arrangement was 
made through a local riding school. 


Exchange. of Hard-to-sell Items 
o _ Prevents Price Cutting 


v sellers in the stocks of indepen- 
berdashery shops in a large city 
e United States are no longer used, 
3 tionally or otherwise, to demoralise 
he local. market by being cut in price 
the organisation of an exchange 
‘paper reports 
3, ippointed a com- 
ittee which saal as a clearing house 
‘or items found hard to sell, 
_ When a member found on his shelves 
an item he could not dispose of, he 
called at the bureau and a member of the 
committee then got in touch with all 
the other haberdashers in the associa- 
tion, In this way one was invariably 
found who would take the slow stock 
and put it on sale in his own locality. 
i dn turn ses wey eae could ask the 




































oT hea a ace P on hand too 
large a stock of a certain poor-selling 
is le, the bureau broke up the stock 
veral shops, The pansi now in 





tting in the town. 
Credit, Recourse Carry Extra 
-Charges in this Store 
Phe” barden of the credit account is 
sing put on those customers who enjoy 
Gt by a Canadian store. The terms are: 
. Credit purchases are invoiced at the cash 
price; but a straight 5 per cent. added 
to the total of the bill for an entering 
and-carrying charge for the first 30 days, 
after thirty days, a follow-up carrying 
_charge of 1/2 of 1 per cent. a month is 
~ added. Accounts are rendered monthly 
and: when bills are paid within 30 days, 
the centering and carrying charge is 
E aa 









ry of Local Women Endorse 












offered in the sale, with each buyer 
displaying his own merchandise to’ the 
assembled group. In some cases, price 
changes were made at the suggestion 
of the jury. The store featured in its 
sale advertising campaign the fact that 
“ the jury of women had endorsed the 
values.” It was a novel appeal and had 
a strong local pull. 


m 


Secures Names of. Cash 


Customers for Mailing List 

A valuable mailing list was compiled 
by a hardware shop through the use of 
a small slip inviting the customer to 
write his or her preference for one of two 
types of a certain article. There was 
space also for the customer’s name and 
address, The slip was placed before 
each cash customer while the salesman 
was writing and assembling his order. 
It is reported that 95 per cent. of all 
cash customers filled inthe slips. It 
was, of course, pointed out to them that 
no obligation was incurred and that the 
idea was only to help the Proprietor in 
ordering his stocks, 

m 

Estimating the £ s. d. Value of 


Interior Selling. Space 


The management of a. “provincial 
department store could not get depart- 
mental managers and staff to realise the 
value of well drawn up display cards 
advertising goods exhibited in prominent 
positions throughout the store. Con- 
vinced of the importance: of such 
displays, the general manager called in 
an advertising agency and asked how 
much an outside firm would pay for 20 
display cards 18 in. by 54 in. down the 
centre aisle of the store. Estimating the 
number and quality of people passing, 
the advertising agency estimated that 
the space was worth £6,000 a year, At 
a special meeting this idea was then 
“sold” to the Staff, who afterwards 
gave much better co-operation in having 
the most effective advertisements drawn 
up and displayed. | 
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women rasked re 
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The» 
merit were: ioo 
service: attr active 
plainly marked on all Ove 
ability; fresh, clean s tock jad: comple 
stocks, eee ne 

Other factors given . consideraba:: 
importance were: dependable dk 
service; attention fo ene. 6 
personal iviferest in customers’ 9 
genes aadonaly advert sed b 









































correct. errors; “willl 1 
is wanted: freque 
gold . storag g 


PE ‘saside rae i 
week. T Be P 


SEE “everyth ing ve nee | ; 
come into the shop ` 
customers will not ee 





recognise the sett 
as when they last 


every customer ` 
one. A. faundry. sp 
alone has literally: 
by rewarding customers 
new collara” drees foe every 
mendation 
A general laundry ae sec ği ed ‘excell ee 
results by giving free servis Tor a Terie oo: 
night in a similar manner: e AE EEE 












Assists the Shy Male 
Customer 

A departmental si = 

aside a section for * 

there are not only g 

socks, ties and “BO L 














e. take all the. 
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- Reduces Time ir in Typing 
Long Letters — 


@The daily operéepoidenee of a Londen 
house, having many foreign agents, 
~ necessitated a great number of letters 

‘three"pages in length. The office man- 
ager noticed that considerable time was 
absorbed by typists having to use 

separate sheets for each page. Putting 


these sheets: separately into the machines; 
: separating them - 
again was another task which took time, 
oe especially as about six copies were often i 
He reduced the time to one-third: 


‘Was a tiresome job; 


made. — 
-by having letter sets made up, three 
ae Beker long, in a straight sheet, 
pe ‘forations. Three-page letters are 





one yw typed without removing sheets from _ 


xe machine until the end. Copy paper 
dered to length, 











f: ! message: 


i =. Doubles the Value 
= of the Post Card 
ooN Many firms use ordinary post cards. to 

a large extent in their correspondence. 

In such cases, however, much time is 


with 


special tenet oe 











Trained Driver-Salesmen 


Increased Business 

gjin twelve months a confectionery firm 
increased its sales over fifty per cent. by 
replacing its delivery van drivers of the 
old type by trained driver-salesmen of a 
better type. These men were trained by 
a specially engaged sales manager. They 
were shown all manufacturing processes, 
accounting, office routine, packing and 
advertising. Schools were held once a 
week, from 6 till 7.30 p.m., after which 
a hot meal was provided, free, as an 
incentive to attend. These trained men 


firm's 


reduced the cost of running the vans and 
kept them in better condition. 


Samples in Pay Envelopes 


Create Interest 

Whenever a new artificial silk fabric 
is produced by a large Midland firm a 
sample is put into the pay envelope of 
every employee, together with this 
c This is a sample of our new 
fabric. 





Get a eye 


wasted in changing the cards from one 
side to the other in the typewriter, To 
obviate this, one firm uses cards upon 
which both the address and the message 
are typed on the same side. The other 


sideis used for printing well-designed 





















Show it to your friends... 


ae” instantly guarantee. to supply an exact - 
. Leaflet number - -= tells you all about YP PPY i 


Suaromer a 


b -Keeps Down Catalogue Printing ; 
-and Postage Costs 
qa o 
products effectively avoided waste cir- 
“culation of its catalogue, thus keeping 








advertisements of special lines of the _ 
Only small quantities are = 
printed at a time so that up-to-the- 
minute offers of particular attraction can 


firm's goods. 
be featured, 


Keeps Employees Interested 
and Up-to-Date 


QA large engineering concern 


sphere of work. 
the employees. 


Can Al ways: Repeat. Orders E 


for Odd Colours 


@A paint manufacturer n 
products to a paneer colou 
Customers can always re-order by quot- 
ing the number and symbol of the shade 
required. But whenever this firm makes: 
up a special colour for a customer, a 
small sample of the actual paint le 
in a light-proof bottle and | 
reference to the customer's particul: 
Ten years may elapse, but the firm: can 








“ repeat ’’ of that shade, no matter. how 
small the order or how sma i 


frm manufacturing technical 


down costs, and at the same time kept 
its mailing list up-to-date by enclosing > 
the following special letter to every- 


prospect. to whom the catalogue hado ee 


been sent on trial: “ You have now 


ake . 


Wherever. . share 
screws which must not. 


if be fixed behind the 

screws, bent over with 
_ the fingers,and secured _ 
with a lead or anyo 
= other kind of seal, 
jf serews are thus made 

| ER uite tamper - pr 
IE The tabs are- suppl 
E oe boxe: 








tales IAs 
copies of every trade paper relating to lts = 
These are lent, free, too o o 
This plan has proved o 
most effective in keeping workers abreast 


of evel ments in their own field. 
not only increased sales and enhanced the. p 3 j i 


prestige among customers, buto > 
being of a more intelligent type, they- 


















ae in 
be tampered with but a & 
whichneverthelesshave — 
exposed heads, these 
small sealing tabs can 







The 





ived. four quarterly issues of our 
catalogue. If it interesis you and you 
wish us to continue sending it, please 
check your address for corrections (if 
any) in the space below. ‘The catalogue 
costs us ¢,600.a year to produce and post, 
so if, on the other hand, the copies are 
not of real interest and value to you, 
may we ask you to assist us to prevent 
yvasteful distribution by returning this 
m duly marked.” 


elps to Prevent 

ccidents 

machine shop E T TE 
mne of the most successful notices which 
3è has used warning workers against 
ecidenis through carelessness with 
inery was the following: * Don't 
thances—-one day you'll lose.” 
re printed on large cards and 
the guards on various 


is Simple Plan Has 


ated Tardiness 

vith a large office staff 
i has to ‘clock’? in and out 
as almost eliminated tardiness. 
_day the envelopes of 
„employees who have 
week exceeded a cer- 
total number of minutes late 
re sent direct by the cashier. to. 
the personnel manager, ‘from 
-© whom the delinquents must col- 
< lect them. These interviews with 
the personnel manager are not 
ooked forward to and, needless 
to say, they are avoided as far as 
o possible- Result, people come to 
- work on ume. 





Letters Quickly Found 
in the Files 

€j in very few firms is there any 
o standardised way of addressing 
letters. Some executives address 
individuals. of the firms to which 
they write, some direct letters to: 
Ae firm and soon. This often 
sonfuses the filingclerks. Onefirm 
over this shincuity by ions 


Made Carbon Copies 
More Legible 


@ When it was necessary to make many 
copies of a letter one office used a par- 
ticularly thin paper. Due to this thin- 
ness, however, the copies were very hard 
to read. By using double-sided carbons 
instead of the ordinary kind the impres- 
sions were made on both sides of the 
sheets and were much easier to read. 
Work also was speeded up as it was no 
longer necessary to juggle with carbons 
to ensure that they were inserted right 
way up. ` 


Desks as Working Tools 
Not Storage Bins 


@ When transferring to new and bigger 


offices a well-known concern equipped 
its general office with new desks, each - 





This an dopa. sealing: “machine will deal with: envelopes of any den 
| . The feed ar 


ip to seven inches wide at a. 
hoppers: are both adjustable 
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of 250 per minute. 
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having only one small drawer, Trouni 
of last lelters and documenta, Eas 
work, etc, were overcome, Tetrion, 
now has to be dealf wiii or proce: 

filed somewhere. | 





Changing the Appeal 
increased Orders 


A firm marketing fae we noos 
scrapped their conventional. « 3 
and printed a booklet entitled.“ Gre me 
‘The text was arien 
expert, every page wae i 

tractor at me 
profitable — 
country. . r ; 
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showing how t 
better attra ori 
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aken to make the paste eas 
d. reni in use, The sere 





7 s. VALENTINE 


, he head office of a lange organ- 

isation instituted a campaign to 
© f> save material waste. At the end 

of twelve months it was calculated 

that something in the neighbourhood 

of £400 had been saved by looking 
after the merest trifles. 


The germ of the idea started in a 
director's. office. It was brought 
about by the question of light— 

ooo wasted electricity. It happened to be 

an unusually dull day, and all lights 

were on, As the day advanced, 
however, the gloom lifted and the 
sun came out. ©“ Mr. fones,” the 
cy director, turned off his 

t and the lights overhead. 
glass | window, oe 















w the ligh 
; his private secretary’ s office. 










— hours of the ee Mi 


st iro to sanding poe 











and -overhead costs, yet 

y secretary burning elec- 
hen it is not necessary. Why 
tart a campaign among our staff 
p wasting materials? We 
ffer small cash prizes to 
iduals in the department showing 
test savings.’ 


-Prizes which Saved Far More 
Than Their Cost 


The campaign was begun under the 
direction of the personnel manager. 
It was a signal success from the very 
start, due, no doubt, to the monetary 
-gains offered as a reward for co-opera- 

tion and active participation. String, 
sheets of brown paper, cardboard, 
~ empty cartons were no longer thrown 
= away. Lights ceased to vie with the 
sun for brilliance. Half-used pencils, 
~ pen-holders, quite useful blotting 
paper, paper clips and even pins were 
not carried away nightly in the waste- 
paper baskets. Envelopes, letter- 

heads, memo forms were no longer 
used for scrap paper, and typists did 
ow these things away on 














Fi 'igures and costs had not wet i 
r favourable lately, and during the 


jal costs and lowered Bronte | 


: Tiling. of saving 


error in typing, _ automatic 


the use ce eon 





‘awakening to the fact that material 


waste adds considerably to the burden 
of overhead costs and that the saving 


in this direction can cut this expense: 


enormously. The cost of this cam- 
paign in the matter of prizes was 
small compared with the actual cash 
savings which were made. 


Such a campaign could be started 
by any office, large or small. First 
appoint a savings supervisor, make 
him responsible for each depart- 
ment’s showing. © He, in time, will 
see that his efforts. are properly 
supported, if only. to prove his own 
personal efficiency. _ 


Put into each eek pay envelope 
a small card bearing a “ saving” 
message. Also post the names of the _ 
“2c winning departments on the main 
‘notice board. Name each individual 
employee in the honoured department 


and publish the names in the House 
magazine if you have one. 


There is nothing like a spirit of 
ome in these things. It is 


when the idea was first launched. 


These are only a few ideas as to 
how a savings campaign can be 
started, probably .you can think of 
more. There is no doubt that the 
“ saving ’’ habit among employees is 
one of the most valuable which an 
employer can cultivate. There is no 
need to advocate cheese-paring 
methods but simply the common- 
sense idea of stopping useless waste. 


Gammen aenea 
Do You Know That . . 


There is a new automatic rotary 
duplicator for the office? It operates by 
hand and pfoduces about 5,000 copies an 
hour, taking paper of any size from post 
card to foolscap. The mechanism has 
been reduced to the simplest possible; 
feed is automatic, inking is done from 
the inside, thus ensuring even copying. 


The machine operates by stencil which 
can be made either on a typewriter, or 
any text or design may be drawn with a 
steel pencil. Used stencils can be stored 
and used again. 


for colour printing. The price is excep- 


tionally attractive, | and it includes an- 
„the, 


_ counting. device on. 








it gets results and may 
develop into a bigger and more of all, 
valuable thing than was imagined has an 


It is easily adaptable | 


tines” of postings at one operation, 


>. envelop 







~ There is an “appointments watch a 


for use on the Executive’s desk, Once 
the pointer has been set at any pre- 


determined time a not too loud, though —_ 
-distinctly audible, alarm bell goes off to 


warn the user of any appointment or = = 

other engagement. The watch can beo > 

placed on the desk, in a desk drawer or 

can be carried in the pocket in the — 

ordinary way. It is a good time-keeper ooo 

and the price is attractive. T 
® 


There is a machine specially designed 
to supersede rubber stamps for over- beak! 
printing leaflets, pamphlets, labels and o0 
all kinds of publicity. and. other oo 
material. Speed, clearness. and- pe 
manency are the outstanding features of 
the overprinted matter. | 


There is a ten-column. desk 
machine. It is equipped with ? 
movable carriage which accommoda 
wide forms or roll paper and is designe 
for rapid listing and addition. The 
double. adding mechanism of this — 
machine permits listing and adding > 
groups of figures, securing ‘separate 
totals: of each group and a g 



































capacity of 999,999 198. 113d. in each 
register. A special model permits 
addition in either or both register 
will. 


The machine has the T E 
keyboard. It prints ciphers and punctua- 
tion automatically. Two or more keys | 
may be depressed simultaneously. Keys 
remain depressed until motor bar is 
depressed and may be checked before nee 
amount is printed and added. The wide = 
carriage permits listing and totalling in 
various columns of wide forms for per- 
manent -record, the machine auto- 
matically. providing a grand total of all. 
columns... The. control keys—Grand ` 
Total, Total, Non-add, Repeat and Error 
~-are all located beside the Operating 
Bar, permitting fast, one-hand operation 
of the machine. 


This machine is slightly larger than ae 
letter head—requirgs. only g X 13} inch 
desk space... It can be easily carried. ~ 
from office to office, desk to desk cr 
business to home. It works by electric 
motor built into the machine or can be 
had for hand operation. 


m ` 









‘There is an automatic ledger posting 
machine which makes one or severa 


pes or slips—-previously fann 
be run through this maci 
tically filled at. the: 
000 per. hour. eia 
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utilized’ for the steadying of : 
trains, comes from the movement of ite 
wheel. It is stable only whilst the w 
The movement steadies it, = Pee i ee 
Business is like the gyroscope. Its greatest stabilising < 
force is movement-—-forward movement-—progress. 





Th stability of the gyroscope, which ha 
























E 32 T y 
ae 


And the progressive business to-day is the business — 
that advertises. -o 
Many an advertised product has continued to — 
increase its sales throughout the recent lean years. — 
Its goodwill has proved a bulwark against the storm: 
Carefully planned advertising has kept it forging ahead. 
9? Many another advertised product has faced a sudden 
change in the market-——produced a completely new — 
line—and triumphed. The goodwill was incxtin- 
guishable. It descended at once from the old 
product to the new. : 
In the company reports of the firms that acvertise 
and in their advertising itself, you can hear the 
smooth re-assuring hum of the gyroscope. You can 
_ see them going ahead, expanding, building goodwill 

























It isn’t so hard to be 
* different ” and attract 
attention to our shops 


On 


being and businesses if we 
, but give thought to 

“ different ” every little thing we do. 
“ Money deposited 


here will yield big returns,” reads the 
legend inside the little rectangular panel 
commonly devoted to the needless 
direction, ‘‘ Place stamp here,” on the 
front of a return post-card sent out by a 
mail-order book and periodical dealer. 

This unusual message caused me to 
turn the card over and read it again, as 
being a man of ingenuity. Then I 
signed and posted it. His stamp panel 
had made a sale! 


The village street was clear 
of traffic and the motor-car 
was travelling along at a 
Bulldog pretty good pace when out 
interrupted from an alley dashed a cat, 
with a bulldog in hot 
pursuit. 


Screech went the brakes, but it was 
too late: the cat had cleared the road 
all right, but one of the front wheels of 
the car hit the bulldog and sent him 
rolling over and over and over, 


Whether or not the bulldog was hurt 
the man at the wheel will never know, 
for the minute the dog stopped rolling 
he was up and after that cat again as 
hard as he could go, completely ignoring 
the car that had hit him. 


The bulldog knew how to regard a jolt 
—merely as an interruption, not to be 
taken too seriously, or to divert him 
from his main purpose. 


That seems to be the kind of two- 
legged “ animal ’’ that gets along best 
in the world of business, the one who, 
when he bumps into trouble, pays strict 
attention to what he is after or where 
he is going, instead of concerning him- 
self with what hit him. 


In Kipling’s The Light 


Conviction That Failed, 1 came 
; upon a paragraph which 
in struck me as having 


d i.e a decided bearing on 
advertising the failure of some 
advertising to influence 
the pubke. Binat was talking and said : 
“ But you shall remember that it is 
not enough to have the method, and 
the art, and the power, nor even yet that 
which is touch, but vou shall have also 
the conviction that nails the work to the 
wall.” 


A business friend of 
mine, well known for 
his ability to negotiate 
business deals, recently 
told me how he does it. 

t I never conclude a 
negotiation with a man 
with whom I have not previously dealt 
until I have seen him at least three 
times. Almost any man can make a 
good impression at the first interview ; 
in the second fie lets down his guard 
somewhat; and in the third his true self 
shows through. Then I know how to 


Method of 


a successful 
negotiator 
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Broader 


View 





by ROBERT R. UPDEGRAFF 


do business with him.” Simple, and 
psychologically sound, as this man 
indicated when he continued: ‘* There 
is another advantage of my three- 
interview rule. After I have seen the 
man twice, | find that quite uncon- 
sciously I have built up an attitude 
toward him. Either I dread the next 
interview, and tend to put it off, or I 
find myself eager to see the man, and 
to consummate the transaction right 
away.” 


Recently l bought a 

An unusual 600k and in it I found 

a slip reading: ‘* This 

way of selling volume is the product 

e of the most approved 
quality 


practices in book- 

making. Editing and 
proof-reading have been done with the 
utmost care. The type matter is easily 
readable and is well printed on a paper 
selected to reduce eye-strain to a mini- 
mum. The binding is durable and 
business-like in its uniformity. These 
things combine to make this volume a 
genuine example of book craftsmanship 
—a substantial guarantee of the valuable 
information it holds.” 


This brief appreciation made me sec 
the book with new eyes. It seemed 
much more individual as a volume, und 
worthy of greater respect than one 
accords an ordinary book. 


Why do not more 
accompany their products with 
such appreciation as this? I 


manufacturers 
some 
asked 


pi E > è e.. 
¢ 


myself. If people could be made to see 
the pains and quality and integrity that 
go into many products, they would hold 
them in much higher esteem, and become 
wonderful word-of-mouth advertisers for 
these products. 


The recent conflict in 

The the Orient brings to 

mind a story of the 

General Russo-Japanese War. 

lished At a time when the 

Russian and Japanese 

armies were in the 

thick of the most decisive Manchurian 

warfare, a newspaper correspondent 

came upon General Kuroki fishing in 

a stream near Japanese headquarters. 

‘* General! ™ exclaimed the corre- 

spondent, ‘* you don’t seem to be 
worrying much about the battle.” 


‘* No,” replied the fisherman, upon 
whose shoulders rested the principal 
responsibility for the Manchurian 
campaign, ** this battle was fought two 
years ago in Tokio.” 

The wily little general knew that 
battles are rarely won on the day they 
take place. They are won years in 
advance by shrewd planning, by being 
prepared when the day arrives. 


A paint manufacturer 
who abhors waste in 
any form, observed that 


Orders on 


waste most of the letters sent 
out by his firm were 
space short ones, which left 


an expanse of unused 
white paper. His first reaction was 
that he would provide two-thirds sheet 
letter-heads, Then another idea occurred 
to him. To-day this firm’s letters 
go out on regular-size letter sheets, of 
which but the bottom third is an order 
blank for some of the firm’s paint and 
varnish specialities, with colours and 
quantities so listed that to send in an 
order the recipient has only to make 
check-marks and fill in his name and 
address and the date and tear along the 
perforated line. This manufacturer 
showed me a sheaf of orders from one 
morning’s mail received on these letter- 
head order blanks. His war on waste 
developed considerable new business. 


To me it has always 


Messages seemed that the two 

qualities to be most 
of earnestly striven for in 
A è business writing, 
sincerity whether correspondence, 


bulletins or advertising 
messages, are simplicity and sincerity. 
Indeed, in all writing there are no finer 
qualities than these. 


This came over me afresh when 1 
stood before the tomb of the Unknown 
Soldier in Westminster Abbey and read 
the epitaph: 

They buried him among the 

Kings because he had done 

good toward God and to- 
è ward his home. 


Vas a finer statement ever written? 
Seventeen words, and more eloquent 
than a thousand-word culogy! 


BUSINESS. 
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PAYMENT TERMS 


Full particulars from 


RELAY AUTOMATIC TELEPHONE SECTION 


SIEMENS BROTHERS & CO., LTD. 


38 & 39, Upper Thames Street, E.C.4 
Telephone: City 5350 


SPEEDING UP: 


THE TIME SAVED BY A SATISFACTORY STAMP 
AFFIXER VERY QUICKLY PAYS FOR ITS COST 





By a single stroke of the 
plunger this machine performs 


FIVE DISTINCT OPERATIONS: 
1. Picks Up. 2. Moistens. 


3. Severs. 4. Attaches. 
5. Counts the Stamps, 


IN A FRACTION OF THE TIME that the 
same operations are performed by hand. 


Stamps are inserted in rolls of 480 and the 
machine is then LOCKED UP. 


A SPEED OF 150 PER MINUTE 
CAN BE EASILY ATTAINED. 


LIGHTNING 
STAMP AFFIXER 


WITHOUT NUMERATOR .. 3 GUINEAS. 
WITH NUMERATOR ., ., 3) GUINEAS. 


BRITISH MADE, 


ere mam 








Write also for partnculars of “ Velos" Letter Openergand other Office Appliances. 
FRANK PITCHFORD & CO., LTD., LONDON, E.C.1 
WELL HOUSE, WELL ST ‘Phone: NATIONAL 0055 (Private Exchange) 


FOR JULY, 1932 


EFFICIENT 


FOR SALE OUTRIGHT or on 
RENTAL or DEFERRED 





SIEMENS 


““NEOPHONE” 





PRIVATE TELEPHONE SYSTEMS 









RELIABLE 
ECONOMICAL fy 


Á 
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Ledgerbility d 


The dictionary explanation of the word “legible” is 
“ capable of being discovered or understood by apparent 
marks or indications.” We have, therefore, coined the 
word “ Ledgerbility ” to describe in one word the reason 
why you should use our British Bizada Visible Equipment 4 
in place of obsolete loose-leaf books and vertical cards as 
a means of keeping Sales and Bought Ledgers, Stoci 
Ledgers, Hire Purchase Ledgers. With Bizada postings 
will be done in half the time, statements prepared s ating. 
and overdue accounts will be “capable of being dis- 
covered or understood by apparent marks or indications ” 
(i.e. coloured indicators). 


Write now for particulars from the actual makers 


CARTER=PARRATT Ltd. 


16 VICTORIA STREET. LONDON. S.W. 
"Phone: Victoria 1045-1046 Works : WICKFORD. ESSEX 








In the centre of the mechanical accountancy department at Unilever House is a battery of calculating machines. 


side are power-driven statistical machines and card-punching equipment 


MOST MODERN Office 


London’s 


othing has been left to chance 

in the new headquarters of the 

Unilever and Lever Groups. 
Unilever House, as a building, is 
already one of the most imposing in 
London, but the internal organisation 
is even more arresting. For health, 
efficiency and economy of operation 
it will be one of the foremost in the 
world. 


The Foundation— 
Health and Efficiency 


In view of the mass of detail which 
will pass through the hands of the 


employees, every step has been 
balanced, accommodation has been 
arranged, and the most modern 


machinery installed. 


e 

Within 
building 
ganisation 
efficiency start 
from the very 
flooging, which is 
nearly as dustless 


the gp 
or- 
and 


"The main office is furnished with all-steel chromium-plated furniture 
Files integral with the desks contain all necessary re 


waste motion 
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as it is possible to be. The floors are 
made up of wood blocks, or of cork 
blocks, according to the amount ol 
wear and tear anticipated. 

The air entering the building ts 
washed and purified before it cir- 
culates, and twice daily is sprayed 
with an antiseptic solution in the 
interests of health. 


Health has been considered, pro- 

























On either 


perly, as the basis of efficiency, and 
in view of the prevailing attitude of 
indifference in many offices, statistics 
of the Unilever campaign the 
well-being of their staff will pomt a 


for 


moral. 


A recent investigation showed that 
the sick-leave in London 
offices, not taking into account 
absences of less than 3 days, totalled 
9.15 per cent. per annum. A firm 
which made a good showing returned 
an average of 4.7 per cent. per 
annum, including absences of only 
1 day, but the average for the Head 
Office of Unilever Limited worked 
out to 2.03 days per annum per 
person, including absences of only ! 
day. 


average 


Taking into 
consideration the 
fact that over 
5,000 people will 
be housed in the 

(Contd, on page 38 


of a type specially designed to eliminate fatigue and 
ferences and supplies for each employee's work 
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Fanfold 
CONTINUOUS 
STATIONERY 


Wıth FANFOLD Con- 
tinuous Stationery you do 
in one typing what other- 
wise might take three to 
ten times as long. 
FANFOLD is the fastest 
system of typing from two 
to twelve or more office 
or works forms in one 
operation. 

FANFOLD does away with the continually repeated 

non-productive operations which occupy about one- 

third of the time of the typist using loose forms. 


Follow the lead of other users—to name but three 
—GENERAL ELECTRIC CO., LTD., QUAKER 
OATS LTD., THE BUFF BOOK LTD. 


Write for further particulars enclosing 
specimen of your present form to 


The BEST way 
to save money is 
to stop waste 


North Circular Rd., London, N.W.2 


Telephone : Gladstone 5477 





ower Cost 


NCREASE the effici- 

ency of your Organi- 

sation and reduce 
expenses by installing a 
“Se_pex”™ Visible Re- 
cording System. 
Among the numerous 
“ SELDEX™ Systems is 
one ideally suited to your 
particular needs — the 
cheapest and the most 
effective of its kind, 
unfailingly accurate, and BRITISH 






~ SELDEX " Eguipment is avail- 
able for every known phase 
of recording— 


BUDGETING PERSONAL THROUGHOUT 
STOCK CONTRACTS Every “ SELDEX ” System has been proved 
COSTING SHIPPING practical under actual working conditions 
INSURANCE PURCHASES by the most successful business houses in 
MACHINERY PRODUCTION the country. 


Write for compete illustrated fists of the 
time-and-money-saving 


LD€ 


Visible Recording Systems 


INFALLIBLE CARD SELECTING CO. LTD. 
Halford Buildings, ane Corporation „Street, BIRMINGHAM 


Phone : Aston Cross 0627. 
London Office : ae Pleasant, E.C.1 





20, Warner Street, 
hone : Clerkenwell 





FOR JULY, 1932 
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IT SHALL NOT Pass! SAYS "MARSHALL 
ENGRAVING C° 






Intelligent and prompt contact service is one of the many 
“ Marshalled Services” responsible for the popularity of 
the Engraving House of Marshall, which has an ever- 
increasing number of clients. At any hour, day or night, 
Marshall experts are at your service to give advice and 
discuss engraving problems. ‘ Marshall Services’ backed 
by the ‘ Marshall Law’ guarantee you perfect engravings 
—on time. 


UP TO THE MINUTE - DAY & Mires 


MARSHALL ENGRAVING CO.LTD. 12:14. FARRINGDON AVE.ECA 





The New Tan-Sad De Luxe 


Chair for Executives 


The Health-giving features of Tan-Sad Seating, allied 
with luxurious comfort, dignity and elegance 
Our Booklet—‘* The Executive's Physical Power, beautifully illustrated 
and printed in colours, is fully descriptive and contains vitally inter- 
esting information. We would like tosend you one. Write or phone 


THE TAN-SAD CHAIR CO. (6/93!) LTD., 


3, Avery House, Clerkenwell Green, London, E.C.! 
"Phone: Clerkenwell 3092/3. 








37 










YOU SWITCH ON THE 
| vote ¢ OF AN INDIVIDUAL 











íi ork fetch’ it uae eh 
le, isn’t it? The natural 
press a switch and have 


S; fad you a Conran 
or ae of your staff, 


erel i flick a key and talk; you 
our answer ALOUD, and you 





peaking all the time as though 
es they | were personally present in your 


— Ti speed of DICTOGRAPH is con- 
‘tagious. Office routine accelerates and 
: telephone service improves, as the 


switchboard is relieved of its burden 
of “inside” calls. 


ee | Your telephone bill can be halved ! 


Our Rental service caters for every- 

_ body’s requirements. Full particulars 

and practical demonstration in your 
own Office without a from : 







i | ing to note, is entirely 


‘new building, - 
| dow sick-leave average is considerable 


can just as easily talk to two at once— | 


work is facilitated. 
modate practically all requisite filing,- 
and consequently there is a definite 
on the 


ARU ‘ES LIMITED] 
i OAD, CROYDON | 


‘| floor. 








the significance of a 


Floors will be washed and polished 
by machines which. scrub and dry zt 
the normal speed of 100 feet per 
minute, in one operation, and in a 
way quite impossible by hand. Clean 
water is used for every inch of floor 
scrubbed. The dirt is emulsified and 
instantly removed. The same 
machine waxes and polishes, and the 


time saved is naturally a most 
important factor. Walls are to be 
light in colour, providing the 


maximum illumination from the in- 

direct system in operation. 
Departmental cloakrooms are cen- 

tralised with individual steel lockers. 


The general staff are provided 
with tea during the afternoon, but 
operators in the mechanical depart- 


ments are given a definite break at 


tea-time. This haso- been found 






advantageous, a8 it keeps up 
efficiency and attention, obviating 
the “end of the day” lag that is 
noticeable in most routine work 


carried on without pause. 


In addition to these provisions for 
the health of the workers, first-aid 
rooms have been installed. 


Desks of Special Design 
Save Fatigue and Time 


Direct provisions for the comfort 
and health of the staff have been 
carried further. Much of the furni- 
ture is made of steel, including chairs 
and desks. The chairs have been 
designed especially for Unilever, and 
are made of steel frames, chromium 
plated, with no dust-collecting mem- 
bers. Backs and seats are of padded 
leather, and have been designed after 
practical experiment so to fit the 
worker as to minimise fatigue. 


Steel desks will be installed, also 
to the firm’s own design. Ihn 
practice, one employee uses the desk 
before him and the desk behind him. 
Working at the front of his own 
desk, he is seated in a swivel chair. 
In the racks of the desk and in the 
desk behind are all his books and 
files. There is no waste motion, 
everything is within. easy reach, and 
The desks accom- 







absence of filin; _ cabinets 


The steel: fu urn. 





a - Efficiency and Cuts Costs 


have been 
waste 


i daily 

; figures. 
-the ‘drudgery and 
of® statisties, 


ei it is interes Ste | 
minimum: 


British made, 









cee Centralisation Increases 





As- far as possible, departments 
centralised, to prevent 
motion and duplication. of 

The ground floor is lati 
out on the * general ’’ office. plan, 
with controller's rooms. glass 
panelled, in order to make oversight 
and direction easy and continuous. 
Other floors have been divided 
according to necessity, such as 
Accounting department, Duplicating 
and Printing and Postal departments. 


routine. 


As would be expected, the mail des o o> 
partment handles an enormoüs o= 
aggregate of correspondence, both in 
and out, and efficiency is imperative. 

For this reason, all mail is handled. 
by the department, and incoming =o 
letters are opened on receipt, except = 0 
those for special departments. 
Operators work in shifts, so that they 

come freshly to their work. 


Mail is Disposed Of p Bet 
Conveyor 


The various departments collect: 
their own mail from the mail depart- 
ment for the first batch in the morn- 
ing, but thereafter the mail depart- Ee 
ment delivers throughout. th ob 
ing’. A centralised messer 
department is maintained, both for 
collection and delivery, internal and 
external. 













Outgoing mail is ‘* posted. n 
the various floors, and is then con 
veyed by belt conveyor to the mailing 
room. This system has been chosen n 
in order to save breakage and mis- o `> 
handling. ee 

With post boxes on eight. floors: of a 
the building, and mail outgoing in _ 
bulk, the ‘‘ chute ’’? system offered 
fewer advantages than the conveyor, 
which keeps the flow steady and 
manageable. | 





Book-keeping and Accounts 


Completely Mechanised 


The most spectacular. of- the de- 
partments are naturally the book- 
keeping and accounting sections, 
where almost every routine operation . 
is dealt with mechanically. The 
most up-to-date accounting machines 
not only build up the ledgers with 
the completeness _ of detail usually) 208) 
associated with pen and ink methods, ARGS 
but balance each individual account. 
together with trial balanci 

Tabulating machines: take 
inaccuracy 0 
functioning with the 
staff for the maximum 

















LONDON’S MOST MODERN 
OFFICE (Continued from page 38) 
taformation. These machines, which 
are uncanny in their speed and 
accuracy, extract information from 
punched cards in a few minutes, 
which otherwise would take days to 
obtain; producing data for costing, 
trial balances, sales turnovers— 
either by districts or by commodity or 
both—and a volume of other detail. 

Many of the departments make use 
of visible recording and indexing 
cabinets for credit status, sales, stock 
and advertising records, in which all 
titles are visible, making for speed of 
reference. In addition, brightly 
coloured transparent signals classify 
information or pick out vital facts 
needing current attention. 

In the new building, all house 
printing is centralised in one 
department, and is handled by a 
complete equipment of machinery. 
Last year over 2,280,000 forms were 
produced by this department, and 
this figure is expected to be double: 
by the plant now installed. This 
department has a battery of the 
newest type of machines, handling 
not only a wide variety of printing, 
but also all permanent name and 
data writing. 


Close Control Obviates Waste 


of Stationery 

A further economy has been effected 
by collecting all stationery into one 
department. Each office carries 
supplies sufficient for a week's needs. 
In this way stocks are kept up to 
requirements, but are not allowed to 
accumulate unduly—a saving of im- 
portance in so huge an organisation. 

Communication is by a new type of 
internal automatic telephone system. 

This telephone system comprises an 
800-line private automatic exchange 
which dispenses with the use of 
operators, and enables the staff to 
dial their own numbers, thereby 
speaking direct to the person re- 
quired. The latest type of table 
telephone sets are installed through- 
out the building. These sets have 
moulded microtelephones, and the 
bell and associated apparatus is 
incorporated in the base of the 
instrument, thus avoiding the neces- 
sity for unsightly bell boxes. These 
instruments are noted for their 
excellent quality of speech trans- 
mission. The system requires no 
skilled attendance, is easy to 
maintain, and provides the most 
speedy and reliable method of 
communication obtainable. 

In Unilever House machinery takes 
its place as the servant of the staff; 
it ensures accuracy and speed and lifts 
the weight of routine, leaving fresh- 
ness and time for the actual pursuit 
of business. 


FOR JULY, 1932 
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Š A TELEPHONE 
f] SYSTEM 

4 WORTHY OF A 
/ FINE BUILDING 


London has a new landmark, Unilever House, the 
magnificent office building that has been erected at 
Blackfriars for Messrs. Lever Brothers. We are 
proud to be associated with this great undertaking 
as the suppen of the entire internal telephone 
aa ox mil system. The inter-communication service between 

an pedi = the many offices in this huge building will be main- 
tained by means of an 800-line STANDARD Private 
Automatic Telephone Exchange. Our latest pattern 
table telephone sets with moulded microtelephones 
have been installed throughout, and will give to 
London’s most up-to-date office building the most 
efficient of modern automatic telephone systems. 


Enquires are invited for every size of Private 
Automatic Exchange from 10 lines upwards, 


fondord 


PRIVATE AUTOMATIC 
TELEPHONE SYSTEMS 






Above: 
Unilever House. 





Advertisement of Standard Telephones and Cables, Ltd., Connaught House, Aldwyth, W.C.2 
Telephone : Holborn 8765 (24 lines) . 





A profitable service 


To all businesses uiring new organizing successful offices. W hy 

i tand better office methods not make an tment to tal 
is offered by PHILIP SAMUEL. over future developments—there is 
He will give you his expert = no obligation ? Write or ‘Phone 


based on many years’ experience 
97, HIGH HOLBORN, W.C.1 


PHILIP SAMUEL m.sm.a, se gil 
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arrange your 


own pension 


£310 tha week for life at age 60 
would give you many desirable 
things—leisure, travel, country 
Jife. 
You may, at a cost you will 
scarcely feel, start the machinery 
in motion that will bring the 
cheque to you at sixty that will 
give you independence. 
. itis worth the. cost. 
From the first payment you 
safeguard your family in case 
you die before pension age. 
=- You save Income Tax with 
gach payment made, 
‘dejais applicable to, your present age. 














BROAD, ST, CORNER 
1 ae £20,000,000 
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“SPEEDO” ` 


oe PEEDO allows you to produce 
ae your own sales promotion. matter 
ae par and at negligible cost. 
es ce junior can produce clear 

Sy copies at the rate of 5,000 per 












es Any kind of paper can be used, in 
: | sizes from pard to foolscap ; 
ae the printed sheets being auto- 
poe oe matically counted and stacked. 
os ‘Speedo’ machines. are guaranteed 
ae ad four years. Write for descrip- 
. tive booklet and specimens of 
- 1 Speedo’ work, or telephone for , 
a fre "demonstration i in TE own 





IA Pension Scheme with — 
5 NOTABLE BENEFITS © 












State provision for old age can only 

be of the minimum character. A 
pension that shall. provide even the 
smallest amentities, apart from bread 
and butter, must be extracted from 
sources other than those of the public 
revenue; ordinarily it must derive 
either from the thrift of the individual 
or from the undertaking in which he 
is engaged—or from funds con- 
tributed to jointly by the employer 
and employee. But the absence 
of schemes to provide satisfactory 
old age pensions is a source of 
much wretchedness, even of tragedy 


|: lies in the nature of things that 


| in old age, and any feasible plan to 
| obviate these should be 
| and imitated. 


An exemplary scheme has just been 
inaugurated by the Association of 
Dispensing Opticians. Under this 
scheme a substantial pension is pro- 
vided for at the retiring age of 65, 
and is secured 
manner :— 


The member pays monthly, by 
deduction from his pay, a premium 


computed according to his age, but 


which averages approximately 4 per 
cent. of his wages, in return for which 


he is entitled automatically on retire- 
ment to a life pension amounting to 
| | l per cent. of the total amount of the 


wages upon which contributions have 
been paid. As an example: a mem- 
ber entering at the age of 20 with 
wages of £100 per annum pays a 
monthly premium of 4s. 7d. At the 
age of 30 his wages are increased to 
£200 per annum, on this the premium 
of 7s, 6d. plus the premium of 4s. Td., 
a total of 12s. Id. per month. He 
retires at the age of 65 and receives 
a life pension. of £80 per annum. 
This is the maximum. contribution 
by the employee. The cost is reduced 
in certain cases, namely, when firms 
have arranged to pay 25 per cent. of 
the premiums due from the employee. 


Employees can get Refund 
of Contributions 


Among the attractive features of 

| the scheme are (i) provision for a 

| [refund of all con 

td. | employ ee: (whet er paid by him alone 
-or jointly wit i 





tributions to 


P n cas è 


welcomed 


-policy of insurance in force under the 


lows Life Aaa ap Society: 
in „the following rita 


the 





member whose temporary absence ee 
from work is due to sickness or trade - | 
depression may cease payment of bis 
contribution for a period not exceed- < 
ing twelve months and have his 
pension benefit adjusted accordingly. 

(3) A compassionate fund is provided: 

to alleviate distress of members of the 
scheme. (4) If death intervenes be- —— 
fore the age of 65 is reached the < 
joint contributions of the. employer. ee 
and employee are paid to the legal 
personal representative of the latter, 
(5) The pension is payable jointly to — 
husband and wife until the death Of os: 
the survivor. es 

















Contributors also Benefit 
under Insurance. Polic) 


Every member recei re 
which entitles him to benefit unde 


scheme and which is effected with a 


trustees who represent: ‘res 
the employer. and three. grades — 
employees, = 

The Association of Dispensing 
Opticians includes all connected with 
the work of optical dispensing- 
employers, assistants at the counter 


and craftsmen of the workshop—and 


is a novel example of the welding of | 
all branches of an undertaking intoa > 
corporate whole for the benefitof each = — 
and all of its members and the general ee 
prosperity of the industry. aa 


Providing a National Eve. 
Treatment Service 


In view of the enormous importance. 
of good eyesight in relation to | 
business efficiency, it might be well _ 
to call employers’ attention to the 
following facts: The Association's su 
work is confined to the making and 
fitting of spectacles to the prescrip 
tions of eye specialists. It has —ć 
recently co-operated with the British 
Medical. Association in. establishing | mee 
the National Ophthalmic Treatment 
Board which gives a national eyes = 
service providing a proper examina- 


tion of the eyes by specially qualified | aya 
medical practitioners and glasses 








heir p farriptions, Re servi 


















a twentieth of the time 








granted, yet by giving a certain 
amount of thought to its design and 
structure much time can be saved. 
|. Most wages bags are sufficiently wide 
W take a pound note carefully folded 
in half. The careful folding, how- 
ever, takes time. By ordering bags 
half an inch wider than a pound note 
oitis possible to insert notes, without 
-= any previous folding, by picking them 
up with the index and second fingers 
= — About the middle of the note and 
6 shmisting them straight into the bag. 












Using coin machines for making up 
“wages: brought another point to my 
only applies when the 























es. bags. If the 
ion is written on the front 
hi pay clerk has, for checking 
urposes, to memorise the amount, 


on the back (the flap side), i 
mes possible to avoid turning ie 
over and, at the same time, it 
“keeps the amount of wages in view 
-of the pay clerk the whole of the time. 
he whole operation is speeded up. 





~ 


ts Rid of Hard-to-Sell 
y ferchandise 


of each seasonal sale a 
| — store collects. all odd lines 
co which have not sold and displays them 
ina special room where it holds a ‘ staff 
ae sale "from 6 till 7 pm. Everything is 
marked down to the lowest possible 
| figure. Practically all stickers are 
© cleared off in this way. Cash is realised 
and way left open for new stocks. 


© + 


— The Crowds Get Round 
a This Window 


o Between two. brilliantly-lit windows in 
a London shopping district is one shop 
he window of which is dark. At night 
his contrast- attracts the passer-by, who 
ks closer and N in front 









ired to do similar work by hand. 


— The wages bag i in itself is an item 
which many organisations take for 


ie pay bag over, and insert the | 
coin. By having the bag : 


We Haye cut . 


THE MOST VERSATILE | 
OFFICE PRINTING MACHINE — 
ON THE MARKET | 





Indispensable to the discerning 
firm that knows the SALES 
PROMOTION VALUE id a 
machine doing 


PRINTING mut WITHOUT TYPE OR SER 
The Offset roerei process brou 















of sole charg in se o 


We do not ask you to believe this m 
matters to you because we sap so, l 
ask yon to inrestiente if tes means 





Cecil House, 572, Holborn Piadect, Lopin Eiaa 
‘CENTRAL 1360. (3 lines) 
Also at: BIRMINGHAM, BRISTOL, CARDIFF, GLASGOW, LEEDS: & MA 









agi deta Tom each coil of E 
at a single joading. 
BATES 
TELEPHONE INDEX : 
EVELETTERS 













SAVES 
50°, | 
iE STAPLING COSTS 












artists 
TA eeMN eas 


: PLANNED for 
INDUSTRY 


Sk e “Nour sian wants the right site to get the best 
gee okie o Yowl fied it at Welwyn Garden 
City, where the factory area is planned and 
equipped as att integral part of a modern town. 
os Efficient: town services, “cheap. power, easy 
=o road and rail access {half an hour to King’s 
oS Cross). ideal labour conditions and plenty of 
“elbow room and. fresh: air. 


Sites and Factories 
To Let 


DENVER, E Send for. g 
“FA TORIES IN ENGLAND,” 
ice, Howardsgate, 
GARDEN CITY 
G arden on 
















O AMERICAN 
MANUFACTURERS 
nd others seeking sites in 
(GREAT BRITAIN 


ctories ge ni sites available in 

dustrial centres in England 
together with particulars 
s, labour conditions and 


A pecial: Advisory Service is freely at 
sposal of anyone interested, and 
ies will be welcomed, and handled 


Industrial Agent, © 
Dept. tD,” 


London & North Eastern Railway, 
King’s Cross Station, 
Fondon, N.1.. 





ticks: 
BUSINESS 
—CARDS 


L your Salesman is using Photographic 
Business Cards he has the advantage of 
able to-~ 
orant an lustration of his product on 
the same card as: his name. 
3 Secure immediate interest and attention, 
ecause of the novelty of his card. 

(3) Aimee certainly his card will be filed for 

reference, 
Photographic Business Cards are pplied in 
two sizes. Just send any photo, Ay etaila of 
detterpress. printing required on back and state 
size required, 


-34x11 @ 20/~ 2504 -27/- 500 
34x24. @ 2if~- #50; 30/- 500° 


| 
| 
| 
i) No extra charges. » Proof s supplied. | 
















| H. MARSHALL & CO. 


Photdęraphie. P nters 


| FORD ST, NOTTINGHAM 












power and light. 
{from 64d. 
[and water is an ite 
{large in certain i 





ore goods are being made in 


Britain. The foreign manu- 

facturer finds it difficult to 
cope with tariffs and the devalued 
pound. If he wants our markets, 
he must come here to make the 
goods to meet them. But our 
own manufacturers have the same 
opportunity. 

During the last few months the 
demand for sites has approached the 
dimensions of a small boom. Propa- 
ganda is being put out by various 
industrial centres drawing attention 
to the advantages each has to offer, 
and the claims vary. 


Sites for new factories should be 
chosen with full care, and only after 
close investigation: otherwise a 
certain and cumulative excess of 
expenditure may result. The manu- 
facturer who is proposing to 


f establish works needs first of all to 


link up his product with his market, 
to consider the various elements 
involved. 
These Questions are of 
Primary Importance 


Wull the site meet every need: is 


the neighbourhood economical; does 
it offer full transport facilities, both 
in and out; is it advantageously 
located for supplies of raw material; 
has it a supply of labour within easy 
reach; is it near a potential market; 
does it offer inducement as a centre 
of cheap and quick distribution? 


Many of these questions are simply 
answered, some are not to be 
dismissed off-hand. 

Preliminary investigation must 
take into account the unavoidable 
overheads Imposed by the district 
itself. Rates in industrial areas, for 
example, vary from9/- to 17/2 in the 
£. It must be noted that all 
productive factories in Great Britain 
are entitled to 75 per cent. de- 
rating under the “ De-Rating Act.” 
It is not enough only to consider the 
rates per £: the basis of valuation 
must also be taken into account. 
This can only be done by direct 
comparison of district with district, 


and information can generally be 
obtained from, the Town Clerk’s 
office, 


The next item leading to a choice 
of location is the price of water, 





_the industry. itself. 
dependent upon the” peculiarities. of 
certain districts : 
softness of the water. supply 


Water rates vary _ 
to 2/-. per. ł ae aes : 
tem s E k 






Shave’: are ona sliding scale varying 
with ee and others-at a flat rate. 

Gas shows a similar unevenness. In 
some places it is as low as d. per 
therm, in others it rises to nearly 10d. 
Some places offer substantial dis- 
counts for industrial purposes, others: 
seem not to have made any such 
provision in their scale of charges. 


More important, perhaps, is the 
question of initial expense for light 
and power, the charges for which... 
show extreme contrasts... Light runs o 
from 2d. to 7d. per unit; but power 
moves between the figures of id. and 
7d. In many industries, modern 
practice is to install small independent oe 
motors operating individual machines, ~ 
and electric power becomes at once oo 
a necessity and a large factor in 
production costs. Frequently, but 
not universally, considerable allow- 
ances are made to large consumers: 
The figure should be - carefully 
scrutinised, 


All these factors must be eed = 
before deciding on the site. Then _ 
follow questions of more general. __ 
interest. ae 

The first is geographical 
The best area depends naturally on 
Some trades are o 















the hardness - or 


reg 


example. In this case, there is little’ 
choice. Others are confined to the 
vicinity of mineral deposits. In-ever 
case proper thought must be given to 
the availability of raw materials, sand 
the factory placed where. the. intake 
of prime commodities is- reduced 
to the minimum of handling and 
transport costs. 3 







Advantages of Locating in 


Suburban Areas 


The. present tendency in many 
industries is to establish factories 
outside the large centres. The Print- 
ing trade, for example, is moving 
outwards, so cutting overheads and 
basic charges... The Radio trade is 
also suburban in location, as is light 


engineering, and the cities are looked 


on mainiy as: distributing: centres. 
With transport of all kinds steadily 


improving in efficiency, the suburban = 
and 







country sites have distinc 
apace Land is consider 
er, SO, usually, are rates 








PARCELS 


OF CHARACTER 





AND 





= Gummed lape 


Don't leave the sealing of your parcels to 
enyone—to do as they like! 
properly done, securely done ; 
parcel looks neat and will arrive at its des- 
tination in the same condition. Do these things 
and savetime and money by using 


SAMUEL JONES’ BUTTERFLY 
BRAND 






See that it's 
see that the 


GUMMED TAPE 
SEALING MACHINES 


‘* See the Butterfly on every coil.” 


Send for the Gummed Tape 
Book — it 
you. 


will interest 


SAMUEL JONES & CO. LID. 


BRIDEWELL PLACE, LONDON, E.C 4 











FREE TO THOSE 


WITH AMBITION 







>». 











THIS 
BOOK FREE. 


The “Guide to 
Careers” is not a ` 
booklet, but a handsome 
volume of 136 pages, wh'ch 
includes and dealsina vividly 
interesting way with: 

(1) The examinations of the Chartered 
Institute of Secretaries, Incorporated 
Secretaries Association, London Asso- 
ciation of Accountants, Institute of 
Chartered Accountants, Society of In- 
corporated Accountants and Auditors, 
Institute of Cost and Works Accounts 
ants, etc. 

(2) Professional Preliminary examin- 
ations, Matric., Bar, B. Com, and LL.B. 
Degrees, etc. 

How to enter for these examin» 
ations—subjects—fees—exomptions, ete. 

(4) The best methods of study at 
home—specimen study notes. 

(5) Practical (non- examination) 
Courses in all Secretarial, Accountancy. 
and Commercial Subjects. 

(6) The work of the College—figures 
showing how its examination successes 


Also up to date Are eng Panik 
ak prey 


of all other 
Guide 32 pp Send 





training centres 
combined, 


FOR JULY, 1932 


_ VALUABLE BOOK ON CAREERS 


THOU SANDS of young husiness men are to-day firmly 
established in the receipt of big salaries, as a direct 
\ result of training received under the expert guidance 
K the Metropolitan College, St. Albans. 
nN They first realised the urgent need for proficiency in their 
ago 


chose n branch of Commerce, and then were wise enough 


to discover in the College 

“Guide to Careers" 
the one way 
whereby they 
could 
mast 














and thoroughly 
acquire it. What they 
have done YOU also can do. 
Specialised Postal Training in Secretaryship, 
Accountancy, Law and Commerce, taken at 
home in spare time. 

Do not delay your own success! Procure now 
YOUR copy of the “ Guide to Careers in Secre- 
taryship, Accountancy, Law and Commerce.” 
Simply send coupon 


OUPON— Post Now! 


Please send me a copy of the Metropolitan 
College 1M%-page “GUIDE TO CAREERS in 
Secretaryship, Accountancy, etc., to keep 
without charge or obligation. 

G9 


NAME 
(In Capitals) 












ADDRESS 






Busine oe. 
July, 1932. 






=r G9 


METROPOLITAN COLLEGE ST. ALBANS. 


yer 
my SHALL | 












A QUESTION OF OVERHEADS 


WHICH IS AS 


IMPORTANT AS FOUNDATIONS 


How will my factory overheads affect my selling price? 
Here is the basic question for the manufacturer seeking 
a new site to-day. 

The Bromborough Port Estate on the sunny side of 
the Mersey offers remarkable scope for minimising 
overheads. Low rates, ample facilities for handling 
rail and sea-borne traffic, proximity to vital indystrial 
and raw material zones, give it every advantage. + 
With its own dock, sidings and power station if 
waiting to apply its services to industry. 


Write to 


BROMBOROUGH PORT DEVELOPMENT OFFICES 
16, Union House, St. Martin’s-le-Grand, LONDON, E.C.1 


BROMBOROUGH 


PORT 


ON THE MERSEY ` 


BRM 86-170-100 


tJ 




















VALOR 


STEEL FILING CABINETS 


reduce risks of loss 
by fire or vermin 


Instal “VALOR 
Steel Filing Cabinets 
To-day 


HOUGH low in cost these 
Cabinets are made of best 
British materials throughout 
and to the usual “ VALOR ” 
high standard of workmanship. 


** VALOR ” Cabinets are easily 
handled and have none of the 
disadvantages of wooden Cabi- 
nets which are liable to warp or 
crack and do not offer complete 
protection against vermin. 


They can be supplied in quarto 
and foolscap sizes with from 1-5 
drawers, and are attractively 
finished in olive green stoved 
enamel. (Special finishes can 
be arranged for.) 


rte to-day for List 29/V.55 giving full 

particulars of these Cabinets, also Steet 

Cupboards, Shelving, Clothes Lockers, etc., 
‘a meet all office requirements. 


The VALOR CO. Ltd. 


BROMFORD, ERDINGTON 
BIRMINGHAM 


rondon 120, Victorio Street, 


S.W.I 
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RIGHT PRODUCT PLUS 
RIGHT DISTRIBUTION BUILT 
THIS BUSINESS. 
(Continued from page 13) 


introduced. The milk now was 
taken straight from the farm to the 
weighing machine. As the churns 
move across it, the operator registers 
the quantity on the farmer’s card. 
The ticket credits the farmer, and the 
machine automatically adds thc 
amount of every weighing, so that at 
the end of the day a complete analysis 
of the total intake is instantly shown. 
Formerly, this operation necessitated 
considerable labour, now practically 
eliminated by mechanisation. 


How Area Maps cut Transport 
Costs 


Transport then became an import- 
ant question. | How important can 
be gathered from the fact that Cow 
and Gate lorries travel an annual 
mileage equal to twenty-two journeys 
round the world. It was seen to be 
expensive. ` Something had to be 
done to centralise and stabilise the 
situation. 

For the purposes of effective 
organisation, every factory has a 
map room, and at headquarters there 





This is the first of a new fleet of bulk transport lorries. 


travelling to isolated farms, which 
meant a great number of waste 
journeys. By mutual exchange not 
only did the company save themselves 
mileage costs, but also helped other 
buyers. 

Originally, transport was main- 
tained by a subsidiary company, 
whose natural interest was to show 
an individual profit, which might not 
mean a profit to the whole concern. 
A change-over followed after the 
discovery that an unusual number of 
fan belts was being used, revealed 
by the close system of checking 
repairs. The maintaining company 
had not taken the trouble to discover 
a fan belt that did not break. Repairs 
were profitable to it. 

A complete switch was made to 
military procedure. As one of the 
directors put it, “ Business is, after 
all, a sort of war and must be organ- 
ised as efficiently and on the same 
principles.” 

From that moment the transport 
company was made responsible for 
operation and maintenance, and the 
lorries were hired by the parent 
company on a strictly competitive 
mileage basis. 

The result was that the fleet was 
centralised and it was possible to cut 


ja aa eet ae > 


The container is of stainless 


steel, a material which the Company’s research proved to be superior to glass-lined tanks 


is an exact duplicate of all the maps. 
On the walls of the room, the pro- 
ducing area is shown in large scale 
(6 in. to the mile), and every farm, 
whether Cow and Gate, or not, is 
plainly marked. Cow and Gate farms 
carry one coloured flag, those of 
other buyers in the area are shown 
by a different colour. The final goal 
of the organisation, in order to reduce 
collection costs to a minimum, is to 
centralise farms within an area of 
three miles of the factory. 


The map itself is a money-saver, 
not only to Cow and Gate but to other 
milk buyers in the vicinity. It was 
seen by reference to the flags that 
in one area all the buyers were 


the total number of vehicles by 
25 per cent., effecting a saving of 
thousands of pounds per annum. 


Every modern development of 
transport is watched, and old 
practices are scrapped without 


hesitation so that supplies can be 
maintained at a constant level. The 
weather is considered, and the lorries 
are designed so that they can go 
anywhere, under almost any con- 
ditions. Not infrequently, in the 
winter, when the roads are snow- 
bound, and farmers have to dig their 
way to the milking sheds, the 
company’s six-wheeled trucks break 
through the drifts and cut fresh roads 
for general traffic. 


BUSINESS 


The same flexibility that was 
necessary for the production side of 
the business has been applied to the 
‘distributing side. 


The sales policy is, perhaps, 
unique. The main effort of the 
company is to eliminate any possible 
ground for complaint. Therefore, 
bulk sales were not sought. Every 
tin of the product is dated, and no 
matter whether that tin finds its way 
to Timbuktu, Penang or London, the 
ultimate purchaser can see the date 
before which it can be used, and after 
which it is to be returned to the 
factory for replacement. This was 
deemed to be an essential point in the 
marketing of a delicate product. It 
has proved to be one of the wisest 
precautions and best sales-aids. 


Dealers must keep Small Quick- 
moving Stocks 


Salesmen are highly trained, not 
only in the company’s products and 
their manufacture, but also in matters 
germane to the company’s activities. 
They are instructed not to press 
for bulk sales. There is no 
attempt to unload large quantities on 
the retailer. On the contrary, the 
chemist, or whoever else is handling 
the product, is urged to carry only 
sufficient stock for immediate require- 
ments, and to draw the remainder 
from the wholesaler, who by reason 
of the free movement of his stocks, is 
able to order larger quantities and 
maintain their freshness. 


Cow and Gate have made the 
wholesaler an important link in their 
sales organisation, realising that he 
serves an essential purpose. 


Medical Goodwill Secured before 
Advertising Launched 


Demand originates largely through 
medical recommendation and opinion, 
but recently a very definite policy in 
advertising has been responsible for 
the considerable increase in the 
company’s turnover. The original 
advertising, which lasted for many 
years without modification, was con- 
fined to the steady use of medical 
journals, and was supported by the 
establishment of a Research and 
Medical Department always at the 


disposal of any doctor who wished to — 


have any particular problem inves- 
tigated. Every new development 
was announced to the profession, and 
the factories were kept open to 
investigation at any time. Hospitals 
were catered for, and Cow and Gate 
products put at their disposal. * So 
the reserve of medical approval Was 
built up, and an advertising campaign 
was launched in the national press. 


FOR JULY, 1932 


The advertising was essentially of 
an educative nature, designed to 
instruct and to tell the truth about 
raw milk, a policy necessary not only 
from the point of view of Cow and 
Gate but also from that of the medical 
profession. 


This campaign was backed by the 
use of the films. A start in film pub- 
licity was made with the silent films in 
1926, and in 1930 a talking picture 
was made, which gave the whole 
story from the cow to the tin. 
Another film, following the best 
dramatic technique is being shown 
this year, and it is interesting’ to 
note that this film is “ plugged ” 
with a theme song. 


How Theme Song Tied-up 
Allied Lines 


The theme song, apparently, is 
almost as good as the commodity, 
for it has been sold to music, publish- 
ers independently of the film, was 
featured at the Lyceum theatre, has 
been recorded on the gramophone 
and broadcast by the B.B.C. Itis 
one of the most astute moves in 
advertising that has been seen for 
some time, for in this way Cow and 
Gate link up with music dealers and 
gramophone shops, and are able to 
arrange window displays in conjunc- 
tion with the popular song. 


Manufacturers of a special soap and 
of a perambulator co-operated in the 
prologue of the film, and their 
products are shown, making a com- 
prehensive tie-up with nursery life. 

Deulers find the film of great value. 
When it visits their town they 
display “ Cow and Gate” and 
altogether the film has increased sales 
by 100 per cent. in those districts 
where it has been shown. 

The dialogue has been translated 
into French and Italian, and the film 
will be shown abroad; this is the first 
film of its kind to be recorded in 
foreign languages. 


Enquiry Bureau Ensures 


Goodwill of Users 


Service has been tied up very 
closely with sales, and a special 
Mothers’ Advice Department, in 
charge of a fully qualified matron, is 
maintained. Every tin of the product 
contains an enquiry slip, which 
mothers may return to the firm. 
Bureaux are also maintained in India 
and in Egypt. 

In addition, the Company has a 
Nurses’ Appointment Bureau, with 
an interviewing office in London, of 
service to both mothers and nurses, 
and the company can and does supply 
nurses and nursery-governesses 
whose qualifications are of the high- 
est, for home and overseas. 


Unbeatable 
photography 


“We might here 
mention that we con- 
sider the quality of the 
photography unbeat- 
able. Nothing like it has 
ever been done for us by 
any other firm.” This is 
an extract from a letter 
to Nickeloid from one oi 
Ireland’s leading De- 
partment Stores, whose 
photography and 
blockmaking are con- 
sistently entrusted to 
Nickeloid. Nickeloid 
service —commercial 
photography, art work, 
blockmaking, advertise- 
ment typesetting. 
electrotyping and 
stereotyping—is becom- 
ing increasingly 
popular. This is proved 
by the fact that, during 
the last two years of 
depressed trade, the 
numberofnew Nickeloid 
customers has consti- 
tuted a record. Get 
acquainted with 
Nickeloid. Nickekoid 
Electrotype Company, 
Lid., Printer Street, 

London, E.C.4. 


WRITE FOR DETAILS 
© 


NICKELOID 


REPUTABLE SERVICE 


En57 
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THE SWAN PRESS 


For PRIN TING 


WITH NEW DISPLAY TYPES, 
UP-TO-DATE SKETCHES 
AND LAY-OUTS—FOR 
ADVERTISING SCHEMES 


FOR 


STATIONERY 


TO. SUIT TRE. NEEDS -OF 
EVERY KIND OF BUSINESS 


Š 


W. MARK e Co., Ltd. 


THE SWAN PRESS 
27 The Drapery, Northampton 
‘Phone * 461 


London Address. 
29 King William Street, E.C.4 


'Phone ` Mansion House 9674 


PROF 


By others’ experience. 

NOW READY our latest BUSINESS 
SERIES List of Books by Authors of 
eminence in their aby poco spheres. 
Post free on receipt of post card. 
SPECIMEN SELECTION .— 

iki lige Sahl LAW & ACCOUNTS. 








O.B. E., : 7 M.SC., LL.D. 6/-* 


ROUTINE OF COMMEROE. 
The &hapters include specimen transactions ss 
far as posible. the correspondence 


and docu- 
ments dentai ae being introduced in 


By Alfred ‘Sch Schofield, B.SC. 4/-* 


OBTAINING GAPITAL. 

This work shows in licit detail the only 

panona methods by w small businesses can 
3e manage how to obtain finance for a 

idea, and how to obtain 

Aoao for the purchase of a business, 

ae to all seekong capital Turd edition. 
. A. Bush, F.R.ECON.S, 4/6* 


ihe TO GHOOSE YOUR CAREER. 
A lete manual of careers in every sphere 
of professional and commercial activity. 


By W. L. Ivey, M.C, M.S., M.A. 3/6* 
* Postage extra 5 





Efficiency Publishing Oo., 
lishers & Booksellers, 
Efficiency House, 
Lowlands Road, 
Harrow, Middx. 
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THE 


AUTOMATIC BLOTTER 





WILL PROVE A PROFITABLE 
ADVERTISING MEDIUM 


FOR YOU 





Sectional Diagram of the “ AGABLOTTA.” 
The Ideal Gift for every Pen User. 


The AGABLOTTA is an all British Product, 
made with watch-like precision, and the only 
Automatic Blotter in existence It provides 
instantaneously and without waste, the 
exact amount of blotting surface required 
and, working on ball bearings, without 
complicated parts, will last a Afetime. 


Your advertisement can be engraved or 
printed in colour on the lid and the utility 
of the AGABLOTTA will keep your name 


t| constantly before your clients. 


SURELY this is a novelty, worth your con- 
sideration. Why not write for full particulars 
and samples to 


A. G. STANDARD COMPANY, LTD., 
Standard Works, 8pencer Street, London, E.6.1 


Can You Afford 


to-day to lose any 
chances of business ? 
The impressions created by 
your letters may turn the 
scale. 


You need something 
better than stationery 
that merely ‘ answers 


the purpose’. 


If you will send us one of your present 
letter headings, we will tell you if 
we consider it good and appropriate. 
Let us know how many you order 
and we may be able to save cost 
and improve the quality of work by 
our production methods 


Consult the Specialists 
J.&H. BELL, Ltd. 


Designers & Printers of Letter Headings 
Carlton St., Nottingham 





HOW 
TO PLAN A MARKET 
RESEARCH 


(Continued fiom page 18) 


forms in such numbers that, when 
analysed, they would approximate to 
the order of popularity shown by the 
investigation as a whole. I defy any 
investigator to do this. 


I recall an investigation of a well- 
known product. Eighteen towns 
Were investigated and 12 investiga- 
tors employed. When we analysed 
the findings town by town we found 
that the percentages of housewives 
using this particular product ranged 
from 55 per cent. to 70 per cent. 





EDITOR’S NOTE.—In last month’s article 
on this subject we regret the Incursion of 
two errors during the sub-editing of the 
typescript for press. In apologising to Mr. 
Lyall we print here his letter correcting the 
statements wrongly presented by us ° 


Sir,—On page 16 of your June 
issue you make me say that “ Inves- 
tigators can frame replies without 
going out on the job at all.”  Inall 
my ro years of research experience 
I have never met with anything which 
could possibly have prompted such a 
statement. It was a slip on the part 
of your sub-edittor. On page 44 you 
make me say that “ There is no need 
to make an elaborate business of 
instructing investigators how to set 
to work.” On the contrary, I make 
a wery elaborate business of in- 
structing investigators before each 
investigation, as the rest of the 
paragraph makes clear. 


(Signed) H. G. LYALL, 
The London Research Bureau. 
19.6.32. 





with no fewer than 12 towns out 
of the 18 showing percentages among 
the 60’s. The per cent. for one town, 
Reading, was only 25. Now it 
happened that a new investigator had 
been sent to this town on trial, and 
when the percentage was worked out 
I wondered what was wrong. I asked 
my clients if Reading was one of their 
weak spots. They replied that it was 
as good a town as any, so I sent one 
of my oldest investigators to Reading, 
but did not inform her that an investi- 
gation had already been conducted. 
When this investigator's forms had 
been received and analysed the per- 
centage of users was found to be 65, 
which brought Reading very close to 
the findings of the investigation as a 
whole A dishonest investigator 


BUSINESS 


would have known that this particular 
product would be the most popular of 
any in its group without investigating 
the matter, but would not have 
known Its true percentage of popular- 
ity. I hasten to say that the 
investigator in question was not 
dishonest, she was new to the work 
and incompetent. 


It has also to be borne in mind 
that each form received from an 
investigator has on it the name and 
address of the person interviewed, 
and we can follow up these interviews 
at any time and find whether they 
are genuine. We are sometimes asked 
by our clients a year or more after an 
investigation to call on the people 
previously interviewed. 


How the Final Report should 
be Drafted 


The final point in the technique of 
market research is the writing of the 
report. A report can take on a 
hundred different forms, ranging 
from a brief statement in more or less 
tabular form to a complex and 
elaborate document of many pages of 
tables, diagrams, graphs, etc. My 
own opinion is that a market research 
report can never be too simple in its 
presentation. The object of the 
report, as I see it, is not to impress 
the client, but to give him facts in as 
readily understandable a form as is 
possible. Untold harm has been done 
to the development of the research 
idea by the type of reports that are 
all too often supplied to business men. 
It would seem that the chief object of 
these reports is not to provide busy 
executives with plain facts plainly 
presented, but to impress them with a 
bewildering medley of tables, graphs 
and statistical presentation. My ex- 
perience is that the fewer tables there 
are in a report the better, ard the 
fewer pretty pictures the better. The 
main object is: accurate facts pre- 
sented in readily appreciable form. 


men Oy conn 


SELLING “STICKERS” 
WITHOUT EXTRA COST. 


Whenever a line of cloth proves to be 
a “sticker,” a textile manufacturer 
operating by mail order encloses in all 
this correspondence a small pattern 
pinned to a typewritten shect bearing an 
attractive selling message and offering a 
bargain In this way he has cleared 
hundreds of ‘‘ stickers ” at prac ico 
no extra cost. The success lies in the 
way the selling message is prepared. 


FOR JULY, 1932 





UNPRODUCTIVE 
MINUTES l 


at starting and stopping times mount up in a year — their cost 
would pay for the installation of G.B. Time Recording equipment 
manytimesover. TheG.B. encourages unpunctual workers to be 
Kaia conscientious and 
efficient, thus saving time 
p and reducing overheads. 





[ -BROOK 
ME ILLAR L. 


LEDHIL 





38 EMPIRE WORKS, HUDDERSFIELD 


HKacsimo 


THE OFFICE 

REPRODUCING PROCESS 
Copies any document in up to FIVE 
COLOURS by ONE OPERATION— 
type-pen-pencil-writing, draughtsman’s 
plans, drawings, printed matter. Copies 
them in-a few seconds, and gives you 
up to 100 facsimile copies as fast as 
paper can be fed into and out of the 
machine. Takes any size form up to 
18 in. X 34 in. Costs next to nothing 
after first installation. Pays for itself 
in a few months’ time. 


NO 


expensive stencils 

messy in 

carbon sheets. 

type to set up 

elaborate preparations or copying 
expert operator ne 


send for Catalogue 
dsk for Demonstration 


GLEDHILL-BROOK 
TIME RECORDERS LTD. 


8, Cerin’ WORKS, HUDDERSFIELD 
LON 26, Victoria Street, S.W.rx 
MANCHESTE R, 41, Corporation Street 


Oo V. 


BIRMINGHAM 
GLASG 


Corporetion Street 
Oswald Street 
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tt. Jin. a at at 10/9 per 25 yd roll without posts 
14 gauge e and r on application 
or Insi N 
Parkor, Winder Ng A uoh. Lid, Fencing Contractors, 
BIRMINGAAM, LONDON 4 Gt. Mar boro 8t. Wt 
AA ANOHKSTER, LEICESTER & COVENTRY 


EMPIRE “kk FENCE 


LINK 
cw 





Telephone in Comfort 


THE WALLIGRAPH ARM 


ensures this 


00000001) 
KAN i I NYJ y a 






21 ins. to 
48 ins. 
complete 
22/-to29/- 







® | i 
ts Dept 53, 
oo Oo Telephone 


Manufactured by WALTER QRAFTON & SON, LTD. 
FOOTSCRAY ROAD, ELTHAM, 8.£.9 f 
Eltham 2181 (5 lines peee oo a e aT 





Send for Catalogue. 





‘a. 


$00 to 10,000 
copiesfromone thin, 


strong, metal foil 


THE 1934 
SUPER-FOILOPRINiE® 


with Automatic Inking 
The Self- Inking Double Roller 


eliminates one operation in printing, 
increases speed 50%, makes over- 
inking impassibl2 and produc's 
perfect results No inky mess 
New unbreakable prinnng platens, for 
foolseap, quarto and postcard size 
New Foil Eraser for easy correction 
New Forlolettergraph for hand-letcering 
New improved prmtng mks gis per- 


manent resules. 
New platen suoport and baper guule 


The simplest, most efficient and cheape t 
Dup! cator and Printer in the world 


Complete outfit, m metal case, TO/- 
rrage paid 
Send for sample foil to try 


| 
FOILOPRINTER LTD. 
3,Grosvenor Gardens, * 

London, S.W.1 


















EVERY PARCEL 
A SALESMAN 


RP. PAYNE & SONS L? 
HAYDN ROAD. NOTTING 





(Sanctioned by 
HN Poot O Dice) 
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SALMANGER MAPS 
Washable—Indestructible 


TAKE COLOURED PENCILS & INKS 


SALMANGER MAP 
OUTFIT 
GAZETTEER and MAP OF 
ENGLAND AND WALES 
with 
5 COLOURED PENCILS 


£4 6s. 6d. 
SPECIAL OFFER 


The Gazetteer will be supphed 
separately at the Special Price 
of 2/6, post free 


Towns under Counties, 


Populations, early closing 
and market days 


SALMANGER MAP GO. 
Grove Park, London, S.E.12 


Teapkons: Les Gresn 3970/1 





How lons are 
you delayed 


when you ask an assistant to find a 
figure or fact in your records ? 


Probably you wait much lo 


er than 

is really necessary—simply because 

your record-keepinz system is less 
e efficient than it should be. 

There would be none of this waste 

of time if you installed “Robin” 

Books. Reference and index- 

ing are remarkably quick and simple. 

May we send ycu a 66-page booklet 

which tells all about the “ Robin” 
method of record-keeping ? 


SPECIAL OFFER 
© Robin” Book, bound full maroon 
buckram, with A-Z index and 200 leaves 
5 x8 ins. ruled for stock record, feint 
cash or double ledger, for 9/8, post free. 


J.W.RUDDOCK & SONS 
LINCOLN 
and at 3, OLD JEWRY, E.C.2 
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. FACTORY SITES 
(Continued from page 42) 


centre of population, even though 
transport facilities are good. For one 
thing, there is a certain publicity 
value in the nearby site : people in the 
city know of it, or can be made to 
know of it. There is a potential 
market close at hand which can be 
catered for at relatively low cost, and 
whose demands will help in the 
averaging of total distribution costs. 


How to Get the Right 
Kind of Labour 


Wherever the final choice is made, 
it must be dependent on a plentiful 
and constant supply of labour. 


In regard to workers, there are 


again secondary considerations. The 
first 1s the nature of the labour 
involved. Of unintelligent labour 


there is usually a fair supply at all 
times, but for more technical and 
skilled operations it is essential to 
have the right kind of help available. 


A case in point will illustrate the 
significance of this factor. Recently, 
considering the establishment of a 
new factory, the proprietors of a 
rapidly growing business made inves- 
tigations which led them to decide on 
what seemed to be an unlikely site. 
They had, however, foreseen their 
own needs, and established them- 
selves not too far from London, in 
what is practically a pleasure resort, 
because there they found a good 
supply of workers of the right sort. 


Most of the operations involved in 
their product demand close attention. 
They have now more than a thousand 
girls of the secondary school type, 
who would normally drift into office 
life, working on the benches, very 
happily and at reasonable wages. It 
has been found that the percentage of 
error has been reduced to the 
minimum. 


The reason why they could draw 
on this supply is simple, but not 
immediately obvious; it needed real 
thought. There are no cffices in the 
resort to which the girls could go. 
If they wanted office life, they would 
have to travel for two hotrs a day, to 
and from London. The factory won 
them; they had equal wages, when 
necessary expenses were taken into 
account; they had more leisure, a 
shorter working day. 


These are the points to be dealt 
with before the particular site is 
considered. Once they have been 
settled, the rest is a matter of routine 
between the executives, architects 
and builders, and it is for the directors 
to debate price and area. In the long 
run, they are the least important of 
all considerations. 








WHERE 
YOU CAN 
GET IT 


CALCULATING MAOHINES 


J- C. BURNHAM & CO (GREAT BRITAIN), 
LTD., Bush House (West Wing), W.C.2 
Telephone - Temple Bar 8700 


GILBERT WOOD, 76s, 
EC4 Telephone City 2295 


N ii Vicrorla Street, 


CARD INDEX SYSTEMS (VISIBLE) 


TOLLO (1931), 108, Kingsway, WC2 Telephone - 
Holborn 2659 jiii r 


FILMS 


GEE FILMS, LTD, 
8, Leicester Street, WCO 
6403 


Production-Distribution, 
Telephone: Gerrard 


FOLDING MACHINES (PAP&R) 


BEVERIDGE'’S OFFICE APPLIANCES, 


LTD., 
198, High Holborn, W.C.1 
= 


Telephone: Holborn 


OFFICE PRINTING MACHINES 


BEVERIDGE’S OFFICE APPLIANCES, LID, 
125, High Holborn, WC1. Telephone: Holborn 


PHOTOGRAPHY 


PHOTOGRAPHY 


Colour & Monochrome, for Commarclat Purposes 
Collingburn i cur Art Director 


We emplay a Specialist im every branch of Art 


-—  LENZART, LIMITED 
515-516, Grand Buildings, Trafalgar Square, 
Telephone; Whitehall 


Londen, W C.2 7195 


SHOWCARD MACHINES 


THE EMBOSS-IT CO., LTD, 26-28, Se ride 
Street, EC.4 Telephone: Central 9187 


TRADE MARKS AND PATENTS 


REGINALD W. BARKER & CO, 86, Ludgate HIN, 
E.C4@ Telephone: Central 1882 


TYPEWRITERS & ACCESSORIES 


GENERAL TYPEWRITER EXCHANGE, 
57, Theobald’s Road, Southampton Row, WCL 
Telephone . Chancery 7749 


VISIBLE INDEXES 


CAVEDEX (C. W CAVE & CO, LTD.), 45. 
Farringdon Road, EC1 Telephone: Holborn 5071/2 


WINDOW DISPLAY SERVICE 


TEXTOPHOTE DISPLAY & ADVERTISING 
STUDIOS, LTD., 79a, Copenhagen Street, N 1. 
Telephone: North 0458. 


INCREASED PRODUCTION 
Increased production is obtained by the introduc- 
tron of Guide~o-Graph Marking System which 
will save space, labour ari 


wages, and introduces 
oaderliness and speedy well-controlled traffic m- 
side the factory. 
Write for free tolder, 
NATIONAL SAFETY SERVICES, 
TYSELE BIRMINGHAM, 


Y, 
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for the Business ise s Library 


Mr 


attached to them. 


Keener competition, the steady rise in clerical 
and administrative expense, the vital necessity 
of shaving production costs “to the bone,” and 
the growing burden of overhead charges have 
compelled business men to realise that 
economy in the office is as vital as economy 


in the factory. 


“OFFICE METHODS AND 
PRACTICE,” by Frederick 
Huichinson, Office Organisation 
Consultant to Messrs. Cadbury 
Bros., Ltd., and other important 

undertakings. 


Reviewed by 
THOMAS DIXON 


he growth of big * business,’’ the 

tendency to huge combines, has 

brought the importance of executive 
control—of the office—into the limelight. 
The office is no longer, as it once was, the 
mere record-keeping department of thè 
business. It has become the leader, the 
inspirer, the controller of the entire organisa- 
tion. It is the brain of the business. 

It is this fact that lends such tremendous 
importance to the problem of office organisa- 
tion. For if the brain be not sound, how 
shall the body be healthy? 

* Office managers are beginning to 
realise,"’ Mr. Hutchinson says, ** that high 
production is just as necessary in the office 
as it is in the factory," yet “ in no other 
line of industry is there so little attention 
paid to measurement of output as in the 
office.” The usual excuse that clerical out- 
put is not measurable Mr. Hutchinson com- 
bats strongly : eighty per cent. of all clerical 


work, he declares, is measurable by onf 


means or another. Obviously, if we are t 


insist on an adequate output some standar 


of measurement becomes essential. 
Typewriting is the most easily measuPed 
of all office operations, yet few offices take 
the trouble to measure it. That it woufd 
be profitable to do so is evident from Mr. 
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FREDERICK 
HUTCHINSON’S 
NEW BOOK ON 
OFFICE METHODS 
AND PRACTICE 


Problems of office control and management 
have during the past few years assumed 
an importance which in earlier days never 


Hutchinson's 
years’ 


opinion, expressed after five 
investigation, that 

“at least half the money spent on 
business correspondence to-day is 
not necessary or justified, and, 
therefore, must be regarded as 
waste.” 

This, coming from one of Mr. Hutchin- 
son's wide experience, is sufficiently start- 
ling. There are thousands of firms in this 
country whose correspondence staffs cost 
them, to set a very moderate figure, £50 a 
week, and if £25 of this is wasted, as Mr. 
Hutchinson asserts, the sum total of money 


spent unprofitably every year must be 
appalling. When we consider that £25 a 


weck means £1,300 a year—5 per cent. in- 
terest on £26,000 of capital—we begin to 
realise the magnitude of the loss. An 
economy on this scale would turn many a 
losing concern into a profit earner. 

So far as the high cost of typing is con- 
cerned, Mr. Hutchinson quite definitely 
attributes it to the system of taking dictation 
in shorthand. In other words, the fault lies 
with the management and not with the 
typists. His remedy is to replace shorthand 
by The Dictaphone and he gives in a series 
of interesting comparative tables, examples 
of the amazing increase in output that fol- 


. lowed the installation of The Dictaphone in 


Messrs, Cadbury Brothers’ offices at Bourn- 
ville and in other important firms. 

In one department alone at Bournville the 
average typing output over a period of two 
months showed an increase when Dicta- 
phones were installed of 124 per cent. as 
compared with the shorthand method. This 
figure amply justifies Mr. Hutchinson's 





assertion that half the money 
business correspondence is wasted, 

In another office, wher 
was adopted to encouragt 
production, The 
actually averaged over 
cach per month! 

It is a remarkable fa 
these figures are, Mr. Hutchinson 
greater importance to what hi 
* invisible profit '' made thy 


spent in 


bonus system 
high 
Dictaphone 

a milli 


rate ofl 
operators 
m kev strokes 
t th it. striking as 
attaches 
terms the 


ough the use of 


The Dictaphone in saving the time of the 
principals and executives. He puts this 


saving, which applies in small as well as in 
large offices, 
Obviously, with executives whose salaries 


may range from £500 to several 


at 20 per cent. as a Minimum. 


thousands n 


vear a 20 per cent, economy mist ouly eigh 
even the considerable saving in the typing 
department, . 

Mr. Hutchinson has made a thoughtful 


contribution to the science of office manage- 


ment and his book should be read by all 
business men. 7 
li may be oblained post free on application to 
THE DICTAPHONE CO., LTD., 
Kingsway House, Kingsway 
LONDON, W.c.2 
Telephone: HOLBORN 4161 (9 lines) 


And at Manchester, Birmingham, Liverpool, Glateow 
Bristol, Leeds. Newcastle-on-Tyne, and Dublin 





POST THIS COUPON NOW 


The Dictaphone Co.. | 
Kingsway Howe, Ki 


sway, 
Lk W.C2 
Dehr Sirs, 


Kindly send Mr. Hutchinvson Hook 
“ Office Methods and Practice 
BORING Sasseccessceesticpnoveccessit< ENOR I o E 
o 
Address 
B.8.32 
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| A tinned product without a brand name is an veadi, bi 

: aaa name is of little use without a reputation behind it. Reputa- _ 
Efe tion exists only in the minds of consumers; therefore, the 
ao =Æ greater the crowd of satisfied buyers, the greater the value : — SS 
CoD» ` Of your good name as a manufacturer. Hence the use andthe ce 
_ power of advertising. It couples identity with good repute, 

links your good quality definitely with your brand name. It _ 
ao makes your market your own; it liftsa product abovemere © 
+ : : oa price competition; it builds a consumer-goodwill that none can oe 
oe alienate. Your canned goods havea name asa matter ofcourse— SS : oe 


BUT BRANDING IS NOT ENOUGH 
YOU MUST ADVERTISE THE BRAND 


| Issued by The Institute of incorporated Practitioners in Advertising, 3-4 Clement's Inn, W. CL 
in conjunction with the Federations of Master Process Engravers and Master Printers, etc. 


k 





q akae io A 
o Bane 
















— SERVICES and SUPPLIES 


ADVERTISED IN THIS ISSUE 


AOCOUNTS COLLECTION SYSTEM Page DUPLICATING & PRINTING MACHINES PRINTING MACHINES Page 
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To BUSINESS Service Department, 6 Carmelite Street, E.C.4 
Please send, without obligation, more information in connection with advertisement 


{or advertisements) in the August, 1932, issue of BUSINESS ' numbered below. 
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y Foon | 80%. ots The new edition of ‘‘ THE ADVERTISER’S 
ee | at AC | ANNUAL ’’—neat, compact, easy to use—is 
Ne i a volume your advertising staff will want to 

keep within arm’s reach every hour of the 
day. Itis an infallible working assistant for 
every business man who has anything to do 
with advertising and marketing goods, with 
sales management, with publishing work, or 
with any of the trades allied to advertising. 





A Complete Advertising Reference Library in One Volume 


Only by having the new “ ADVERTISER’S ANNUAL” in your office can you appreciate its 
tremendous service value. Its Directory Sections will tell you in a moment all the details you require 
about any particular newspaper, magazine or periodical, national advertiser, advertising agent, printer, 
engraver, type founder, printing ink maker, commercial artist, carton maker, outdoor publicity or poster 
advertising contractor, window display specialist, showcard or sign manufacturer, paper maker or 
advertising club. 

Its Legal Section will give you in an instant authoritative answers to your queries on advertising law. 
Its Seven Empire Sections are packed with facts and figures about advertising services in the Dominions, 
Colonies and Protectorates. Its Editorial Sections review advertising trends and developments during the 
past year, and the Advertising Man’s Vade Mecum contains items needed and used constantly. 

The 1932 Edition of “THE ADVERTISER’S ANNUAL” will help YOU just as the last 
edition is helping hundreds of business men in the same line as yourself. These people are daily finding 
the of real £ s. d. value to them. You can and should profit by the help of the 1932 
ve ADVERTISER'S ANNUAL,” for no matter where your work touches advertising, you will find your 
own particular interests catered ‘for in this famous reference work. Every page bris es with the facts and 
details, the information and help you need in your work every day. t one copy of this great 
“ ADVERTISER’S ANNUAL” on your desk and dispense with those innumerable files, directories, 
card indices and advertising records that take up vanes space and entail so much extra labour. 


-POST THIS COUPON TO- DAY The publication price of the 


o] 1932 “ ADVERTISER’S ANNUAL” 
Publisher, ‘“ ADVERTISER'S ANNUAL,” i ig £1, but to all readers of 


Whitefriars House, Tallis St., London, E.C.4 “« BUSINESS” who send their 


orders within the next 7 days we 
will allow a special discount of 
25%, off this price. The supply will 
soon be exhausted, so to make sure 
of securing your copy by return and 
so save 5/-, complete and post the 
coupon NOW. 


Please send me post return one copy of 
the new 1932 “ AD wR ISER’S ANNUAL” 
and invoice me at the special price of 15/- for 
readers of “ BUSINESS.” 
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“Do not confuse ‘Administration’ with ‘Management.’ ìt 
Is only a part, a vital part, of course, but still only a part 


of Management. 


It is concerned with the 


Human side 


of a business, as distinct from the Material side of it.” 


e can divide all the opera- 
tions which occur in business 
undertakings into the 


following six groups :— 


l. Technical operations (pro- 
duction, manufacture, etc.). 

2. Commercial operations (pur- 
chases, salesandexchanges). 

3. Financial operations (finding 
and controlling capital). 

4. Security operations (protec- 
tion of goods and persons). 


5. Accourting opera- 


tions  (stock- 
taking, balance- 
sheet, costing, 


statistics, etc.). 

6. Administrative 
operations (plan- 
ning, organisa- 
tion, command, 
co-ordination and 
control). 


The first five are well 


by HENRI FAYOL 


times more essential, to the prosperity 
of an undertaking. 

2. The Commercial Function. 
The prosperity of a firm often 
depends as much on the commercial 
as on the technical function. It is 
just as essential zo know how to buy 
and sell as to have efficient methods 
of manufacture. 

Commercial ability calls for shrewd- 
ness, decision, a thorough knowledge 
of the markets and competitors. It 


TO ADMINISTRATE 


requires plenty of foresight, and, 10 
an increasing extent in big businesses, 
experience of trade agreements 


3. The Financial Function. Wiin- 
out this nothing can be done. 
Capital is required for staf, plant. 
tools, raw materials, dividends, 1m- 
provements and reserves, and clever 
financial management is required fo 
finding the capital, makine the besi 
possible use of available funds, anri 
avoiding dangerous ltabilitics. 


4. The Function ol 
Security. This concerns 
the protection of goods 
and persons against theii, 


is to :— fire, the avoidance of 

strikes and any disturb- 

ance which nyught œn- 

PLAN, which means to study the danger the progress or 
future and arrange the plan of even the very expterce 
operations of an undertaking. It :s, 

broadly speaking, cve-y 


measure which sccures for 


known, and a few words ORGANISE, sad ey T R i a concern the pcace cf 
will define their spheres, but i e ae amen sss mind of its staff. 
the administrative group of the organisation 5. he ACCOUNTA 
requires more explanation. COMMAND. which means to make the staff Function. This is the eve 
l. The Technical Func- © Bie eee Avork of the business. It must 
tion. The number, variety enable one to tcJl at any 
and importance of tech- CO-ORDINATE. which means to unite and moment where cre 
nical operations, and the : correlata all activicles stands, and m what dire - 
fact that products of every tion one 1s heading. a 
kind, material, intellectual CONTROL. which means to see that good, simple system of 
3 


and moral, generally come 
from technical men, give 
this function a prominence ° 
over other abilities which 
are just as essential, some- 
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everything ıs done according to 
rules laid down and instructions 
‘Police’ 
the business 


given. It ts the 


department of 


accounts which gives a 
true picture of the position 
is a powerful instrument 
in the hands of manag-- 
ment, 


3 


None of the preceding functions is 
called upon. to draw up the general! 
plan of operations, organise the staff, 
and co-ordinate the various activities 
of the business. These duties con- 
stitute a-separate function usually 
called “ administration,” and whose 
powers and limits are rather badly 
defined. 


Administration : How it 
Differs from Functions 1 to 5 


Planning, organisation, co-ordina- 
tion, and control are part of adminis- 
tration, but ‘“ command °’ is not 
necessarily included, and might be 
treated as a separate function. I 
have, however, included it in 
administration because: (1) the 
selection and training of personnel, 
and the organisation of staff, which 
are duties of administration, are of 
greatest importance from the point of 
view of command. (2) Most of the 
principles of command are principles 
of administration. (3) The combina- 
tion makes administration a very 
important function, which should 
attract and hold attention to as 
great an extent as the technical 
function. 

I have adopted the following defini- 


tion: To administrate is to plan, 
organise, command, co-ordinate and 


control. To plan means to study the 
future and arrange the plan of 
operations. To organise means to 


build up the material and human 
organisation of the business, or- 
ganising both men and materials. To 
command means to make the staff do 
their work. To co-ordinate means to 
unite and correlate all activities. To 
control means to see that everything 
is done according to rules laid down 
and instructions given. 


The Difference Between 
Administration and Management 


Administration, regarded in this 
way, is not a personal privilege or 
duty of*the manager or directors of a 
business; it is a function which, like 
the other essential functions, is 
cfrried out by all the members of the 
organisation, and is quite distinct 
from the other five functions. 

It is important not to confuse 
administration with management. To 
manage an undertaking is to conduct 
it towards its objective by trying to 
make the best possible use of all the 
resources at its disposal; it is, in fact, 
to ensure the smooth working of the 
six essential functions. Administra- 
tion is only one of these functions, 
but managers of big concerns spend 
so much of their time on it that their 
jobs sometimes seem to consist solely 
of administration. 


Administration is only concerned 


with the human part of an under- 
taking; other functions control 
material and machines. The health 
and smooth working of the human 
element depend on certain principles 
or rules. I prefer the word prin- 
ciples : it avoids any idea of rigidity, 
as there is nothing rigid or absolute 
in administrative matters. The prin- 
ciples are flexible, and can be adapted 
to every need; it is just a question of 
knowing how to use them. This, in 


* 


M. Henri Fayol was one of the 
world’s outstandingly successful men 
in the formation and application of 
management principles. He held 
that, with sclentific forecasting and 
proper methods of management, 
satisfactory results were Inevitable. 
With him this precept was no mere 
theory. In actual practice he demon- 
strated the truth of his policies in 
examples which were startlingly clear 
and convincing 

The matter given here is extracted 
from the English translation of his 
work “Industrial and General 
Administration,” widely accepted as 
the most Important treatise on 
Management which has yet appeared 
in Europe 


For permission to publish it we spirit oe 
the courtesy of Major L. Urwick, of the 
International Management Institute, Geneva 
and London, which controls the English 
translation; also M. Henri Fayol, the 
author’s son, and the Maison Dunod, the 
original publishers. 








itself, is a difficult art, and requires 
intelligence, experience, decision and 
judgment; the latter is one of the 
principal qualities of an administrator. 


There is no limit to the number of 
principles of administration. Every 
administrative rule or device, which 
strengthens the human part of an 
organisation or facilitates its work- 
ing, takes its place among them. 
Here are some of the principles of 
administration which I have most 
frequently had to apply :—1, division 
of labour; 2, authority; 3, discipline; 
4, unity of command; 5, unity of 
management; 6, subordination of 
individual interests to the common 
good; 7, remuneration; 8, centralisa- 
tion; 9, the hierarchy; 10, order; 11, 
equity; 12, stability of staff; 13, 
initiative; 14, “ esprit de corps.” 


1. Planning: How it Works 


Out Your Line of Action 


The maxim, “ Managing is fore- 
seeing,’’ indicates the importance of 
foresight in the business world. True, 
foresight is not the whole of manage- 


ment, but it is a vital part of it. To 
foresee includes the idea of action, 
and is best expressed as “ planning.” 


Planning makes its appearance at 
many times and in many different 
guises, but its special sign and most 
effective instrument is the plan of 
operations. This contains the object 
in view, the line of action to be fol- 
lowed, the various stages on the way; 
and the means to be used; it is a sort 
of picture of the future, in which 
events near at hand are represented 
quite distinctly, while more distant 
ones are shown in less detail; it 
represents the progress of the under- 
taking as foreseen and planned for a 
certain period. The plan of operations 
is based : 

1. On the resources of the undertaking 
(plant, tools, raw materials, capital, 
staff, productive capacity, markets, 
etc.). 

2 On the nature and importance of 
the operations in hand. 

3. On future possibilities, which 
depend on technical, commercial, 
financial, and other conditions, all 
subject to changes, whose import- 
ance and time of occurrence cannot 
be determined in advance. 


The preparation of this plan ts one 
of the most important and difficult 
duties in the whole undertaking; it 
brings all departments and functions 
into play, particularly that of 
administration. It is in performing 
his function as an administrator that 
a manager takes the initiative in 
preparing the plan of operations, 
indicates its aim and scope, deter- 
mines each section’s part in the 
common work, co-ordinates these 
narts into a harmonious whole, and 
finally decides what line of action to 
follow. In making this decision, he 
must see not only that the principles 
and rules of good administration are 
not transgressed, but also that his 
plans make it easy to apply them. 


Before taking any action we 
must know what we want to do. 
Absence of plan leads to hesitation, 
unsound tactics, and untimely 
changes of policy, all of which are 
causes of weakness, or even 
disaster to a business. 


2. Organisation : How it 


Guides the Personnel 


To organise an undertaking is to 
provide it with everything useful for 
its running: materials, plant, capital 
and staff. We can divide this into 
two sections, material and human 
organisation, and of the two we are 
only concerned with the latter. 


Assuming that it is provided with 
the necessary material resources, the 
staff must be able to fulfil the six 
essential functions; it must be able 
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z “concern becomes more important 


‘See tl thet: the plan of operations is 
_ carefully — _ prepared and strictly 


- See. that the human and material 
organisation ate suitable for the 
objects and needs of the under- 


Establish a management which is 
“competent, vigorous and has single- 
“ness of purpose. — | 
Co-ordinate operations and efforts. 
M ke decisions which are clear and 


areful. ‘selection of staf— 
each. „department has a 
rgetic man at its 

nployee is in the 
where he can be of most 


Define duties clearly. 

-Encourage the. desire for initiative 
id responsibility. 

Reward men fairly and judiciously 

far their services. 

Impose penalties for mistakes, 

“See that discipline is maintained. 


2. See that individual interests do not 
= interfere with the general interest. 


Pay special attention to 
command. 
~ Ensure material and human order. 


unity of 


‘its staff larger. 


ge Command : the: 3 “Pep” 
which gets Work Done 


After an organisation has been 
formed, it must be made to work. 
This is the function of command. It 
embraces all the officers of an under- 
taking, each one being in charge of 
and responsible for his own unit; the 
object of command is that each officer 
shall get the best out of the employees 
who form his unit, in the interest of 
the concern as a whole. 


The art of command depends on 
certain personal qualities and on a 
knowledge of the general principles — 
of administration; it is required in 
smail as well as big concerns, and 
has, like all other arts, its degrees of 
proficiency. A very big ubit, 
working well and giving its maximum 
output, excites public admiration, 


and the command of any big unit manufai €,. St 
and “sales te “pre 


in industry calls for exceptional 
qualities. Any man who has to 
command must: 
1. Have a thorough knowledge of his 
staff, 
2. Eliminate the incompetent. 


3. Have a sound knowledge of the 


Make perio 
organisation, with 
charts. 


Call executive confer 


unity of menage 
can be arranged. 
Not fet 
details. 

See that 


his staf 


imitative, and lnyalby, 


4, 


Needs 


himself be 


pokeris 28 
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Balancing Supplies Ag 


Means 


ainst 


To co-ordinate is te harmonise 
the operations of a cone ern 


lead to the smooth w 
makes for success. H 


right proportions to ¢ he 1 


human organisation of 
SO one it pos tay 


one’s firm nen her 
small, to adapt the t: 
road to the vehicle, 
cautions to the da 
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Business Personalities 


hirty-five years ago a father gave 
his ten-year-old son a duplicator 


and a typewriter. The son 
mastered the intricacies of both within 
a few hours and ever since has been 
living for the speed and organisation in 
business which such machines represent. 


To-day Mr. W. Desborough, O.B.E., 
sits at his desk as General Manager of 
Powers-Samas Accounting Machines, 
Ltd., probing efficiency machines in the 
same spirit as he played with his 
duplicator and typewriter on the hearth- 
rug thirty-five years ago. The questions 
he still asks are: * How is this machine 
made ?*' and, more important, * What 
can it do ? How can it be improved ? ” 
Wherever and whenever Desborough 
sees an office machine he wants to 
improve it; to make it do something 
more than it has ever done before. 


It was the same when he was Senior 
Investigating Officer at the Treasury. 
Whenever he had a spare moment he 
would set off on a tour of the building 
seeking out jobs that could be done 
more efficiently by machine, or a 
machine *that ought to be doing some- 
thing fore than it was already doing at 
the moment. A Cabinet Minister 
reéerred to the machines he installed as 
“ Desborough’s toys,” but the ** toys ’ 
became more and more numerous and 
the office routine ran more and more 
smoothly. 


A Desk which is a Control 
Station 
Since he joined the Powers-Samas 
Accounting Machines, Ltd., he has been 
all out for development in evgry 
direction. The oflices were not to his 


liking, so he has arranged to improve 


them, The General Manager's room 
was not large qnough for him to work 
comfortably in; his new one will be four 
times- as large, allowing. him plenty of 
space for movement. He believes that 
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MR. W. DESBOROUGH, O.B.E., says 


‘‘Mechanise 


Your Work 


but NOT 


Your Personne 


the brain which is to give of its best 
must have the proper surroundings. 


The desk he works at is an efficient 
control station. Everything he is likely 
to want is within reach, and it is always 
there. Like a good housekeeper 
surveying a well-laid table, he can sense 
if anything is missing and have it 
replaced before the necessity arises for 
its use. His telephones and internal 
switch-board are to his left on a tray- 
table somewhat resembling a dinner 
wagon. Fitted with small wheels, it can 
be pushed back or brought closer 
without inconvenience. 


Desborough's life seems to be divided 
into two interests: go per cent. his work 
and 10 per cent. his home. Beyond 
playing an occasional game of tennis, 
he takes no other relaxation from his 
job. His trips abroad on the firm’s 
business constitute his holidays—spent 
in arranging new contracts and in 
studying foreign machines. He has just 
returned from Scandinavia, where he 
has established two companies, and 
pulled off a big contract in the face of 
world competition. 


2,000 Machines, and He Knows 
Them All 


He gets all his ideas and suggestions 
in the course of his ordinary work just 
by the application of his watchword: 
“ How can this be improved ?”’ His 
brain has not become in any way 
mechanised, although it is almost as 
reliable as any machine. He has 
trained his memory by sheer application 
to the job in hand so that it is an ever- 
growing reference library. There are 
2,000 office machines on the market; he 
knows every one of them. In his note- 
book he jots down the name and one or 
two leading features, and a glance at 
this is sufficient for him to recall the 
characteristics of every machine and to 
explain how they differ from those of 
his company. 


And, as with a machine, he is still 


asking: ‘*‘ How can I improve my 
memory ?"' He will go on asking until 
his memory surpasses that of his 


business hero—Sir Josiah Stamp. 


Clever mechanic though he is, Mr. 
Desborough has also studied the 
psychology of industrial fatigue, 
especially in relation to office machinery 
and its routine operations. The recent 
elimination of much of the noise in the 
Powers-Samas sorting machine is almost 
entirely due to his consideration for 
those who work them. A happy, well- 
officed employee, he believes, is a definite 
business asset. 


How Machinery Increases 
Employment 


There is a current belief that the 
increase of machinery in offices must 
inevitably put more and more people out 
of work, but Mr. Desborough holds 
firmly to the opinion that machinery 
creates far more employment through 
added efficiency. He states that the 
number of workers employed generally 
in mechanised offices is greater than it 
was in those same concerns five years 
ago. Mechanisation has not led to less 
employment in office work because 
machines are often introduced to pro- 


duce certain data for controlling 
increased production in industrial 
concerns. 

The Austin Motor Works, for 
example, keep their Powers-Samas 


machines working twenty-four hours a 
day, and the various data supplied each 


morning by their operations is the 
wonder and envy of many a big 
organisation. 

Mr. Desborough reserves mechanism 


for machines: he does not believe in, 
or want, mechanised employees. There 
are 700 workers at his Croydon factory 
and his frequent visits of inspection 
take him among them. He likes to 
know as many of them as possible 
personally, and thus to be certain that 
working conditions are mutually satis- 
factory. 


Hás policy might be summed up in 
co-operation between man and machine. 
Eath is contingent upon the other. 
Good machines will not run unless they 
are controlled by good men. 
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How We 


into our 


Sales 
Curve 


by F. R. E. TOMLINSON 


Managing Director, The 
Simplex Appliance Co., Ltd. 


he success of any selling 
organisation depends very 
largely upon the product itself. 
That may sound trite, a perfectly 
obvious thing to say. It is not, 
however, so universally recognised as 
might be imagined. I have known 
firms move heaven and earth in the 
way of re-arranging their sales staff, 
their advertising, even their whole 
organisation in an attempt to push 
the sales curve out of the doldrums 
when actually the trouble was a 
“ staleness ”’ of the product itself. It 
needed a new angle, a new appeal, 
something fresh to stimulate buyer 
interest. The cause of the weakened 
sales curve was nothing to do with 
the personnel or the advertising; 
both were good, but the consumer 
had lost interest in view of the more 
attractive competitive lines which had 
since come on to the market. 





We have just concluded our trading 
year for 1932 and our net profits are 
up from £5,200 to £9,600, almost a 
hundred per cent. increase over the 
year before. Comparing the two 
previous years, 1931 with 1930, our 
increase was only fifteen per cent. 
We were by no means satisfied with 
this, so we were determined, in spite 
of the depressed look of the market 
everywhere, to see if something could 
not be done to fight our way ahead. 


We Took the “ Staleness ”’ 
Out of the Product 
decided that our 


> 


We product 
needed “ brightening up ’’ with new 
selling points and new factors of 
appeal and that these new points 
needed “ selling ’’ to our dealers and 
our consumers in a very forceful way. 
The following was the outline of our 
plan: To make improvements i1? the 
product; to hold a “ pep ” conference 
of salesmen; a similar conferencé of 
dealers; to revise our sales records 
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Put — a 100 RiSt 


THESE PLANS GAVE US THE | 
HUNDRED PER CENT. PEAK f 
l 


AFFECTING l 
OURSELVES 


WE — 2 
awards to 


out-of-the-way areas 


3 Rearranged sales records to provide 
closer and more flexible control 
over salesmen 


the salesmen on the new product 
and the new methods of selling 


AFFECTING | 
DEALERS 


WE — 2 


3 Reduced retail 
retaining same profit margin for 


dealers 


Rearranged 


Planned better 
wider co-operation with, dealers 


Increased 


| 
| 
4 Held two-day conference to “sel!” 
advertising 


ed 


Improved the product so as te |! 
provide new selling points 4 


salesmen’s bonus |; 
induce more selling in 


* 


service to, and 


national! 


consumer 


price of product, 


“sell” them on all these points 


for closer control; to increase sales- 
men’s bonuses; to improve service to 
dealers; to increase advertising and, 
finally, to reduce the price of the 
product. 


Our product is a special cooking 
appliance for domestic use. For 
three years it had remained substan- 
tially unchanged. The improvements 
we introduced were : 


1. Making certain parts of stain- 
less steel instead of ordinary 
steel, thereby making the 
product look more attractive as 
well as easier to clean. 


9, The reduction of the total 


| 
| 
4 Held one-day dealer conference to 
{ 


& 


weight of the containers, 
ing them easter to handie, 


3. Re-designing the filler orifice 


mak- 


to make for easier anë 
quicker filling of the water 
compartment. 


4. Slightly altering the shape of 
one side so that it could be 
used more conveniently with 
other cooking utensils on the 

. heating stove at the same time 


5. A reduction tn price. 


This last was a bold step, decided 
on after careful consideration. We 
forecasted that a marketing pro- 
gramme revised along the lines we 


{I 


had in mind would bring us a 
substantial increase, in sales (though 
we did not anticipate 100 per cent. 
rise !), so we budgeted ahead for raw 
materials and machine time for a 
much higher output and so brought 
down our unit cost that we could 
reduce the retail selling price from 
30s. to 25s. 6d., whilst allowing 
dealers the same margin of profit. 


This Conference “Sold” the 
salesmen on the Idea 


Having got the new product at the 
new price, we were then ready to 
spread the news about it. 

A month before actually putting 
it on the market we called in our 
salesmen for a full two-days’ con- 
ference. We paid all train fares to 
head office and rounded off each of 
the two days with a dinner at a well- 
known restaurant, at which our 
chairman presided. During the day’s 
sessions the general sales manager 
took charge, and every aspect of sales 
talk, dealer co-operation plans, prices, 
new advertising and bonus payments 
was exhaustively discussed. I my- 
self was present all the time at the 
conference. This inspired the sales- 
men with the fullest confidence, they 
liked to be able to talk personally 
with the managing director and to 
know that he himself was also 
enthusiastic. 


Present at the conference were also 
the publicity manager, the chief 
accountant, the service manager and 
the works manager. All these 
executives described the part they 
would play in helping the salesmen to 
put over the new product. I must 
say that the success of this conference 
far exceeded anything we expected. 
Many of the salesmen were meeting 
for the first time the top executives at 
head office; and certainly very few of 
them had met the works manager 
before. They realised that they were 
now in a really personal and individ- 
ual busingss instead of far-away units 
operating purely by mail. Personal 


problems were talked over and 
innunierable difficulties smoothed 
away. 


How We Got Better. Control 
of Sales Areas 


A week later we invited 250 of our 
main dealers to a similar conference 
of one day. I myself and all our 
executives were again present, and at 
this personal meeting I am sure that 
we did more to charge our dealers 
with a new enthusiasm than could 
have been done in any other way. 
They welcomed the sales manager’s 
talk on how better co-operation would 
be given and the publicity manager’s 
plans ‘to provide wider and better 
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consumer advertising and, above all, 
they were enthusiastic about the 
possibilities of the new product itself 
at the lower price carrying the same 
margin of profit. 


Two days after this dealer confet- 
ence, every dealer was sent, by post, 
a letter of thanks signed by the 
managing director, and another note, 
signed by the sales manager, to 
which was attached advance proofs 
of all the new consumer advertise- 
ments. We considered that this 
material would be more effective and 
more likely to get careful attention 
if it was sent on by post in this way 
rather than handed in an envelope to 
each dealer after the dinner which 
finished the conference. 


When the product was launched 
and the salesmen started out to sell 


Dear Sir, 


I om vory gratified to note how well your sales 
of our sooker have increased during the last 

two mouths, Our representatives, Mr, Franklin, 
mentioned that you gave e special window display 
for «a week and that you found it very effective, 
That wae an excellent idea. Our Pablisity 
Department has now ready for dispatch a couploete 
window backesereen and a nunber of explanatory 
cards, A somplste set will be sent to you in the 
ocurse of a fer days, Ne have asked Mr, Franklin 
to ocali and tell you the nost effeotive waya of 
arranging thia display. 


Wishing you still further suocess. 
Yours faithfull 





This is a typical “ personal” type of letter 
sent to dealers. it increases goodwill by 
the friendly tone of appreciation expressed 
and by the offer of still farther help in selling 


every man was instructed to get a 
satisfactory number of orders from 
each dealer instead of from his total 
area as before. In the office we had 
our card index completely overhauled 
and enlarged so that we could keep 
a record of each salesman’s progress 
with each customer instead of his 
total sales per area or sub-area. 
Furthermore, we required each sales- 
man also to appoint an agreed 
number of new dealers every three 
months, particularly in the smaller 
towns in outlying districts. Formerly 
we found that salesmen tended to 
concentrate on the big retailers in the 
larger towns. Orders from these 
retailers were, naturally, easier to 
get, as many retailers in the country 
and small towns are not so able to 
stock varied lnes of fairly expensive 
products. With our increased 
publicity, however, it was essential 
to get wider distribution to meet new 
demands, so we arranged our revised 
bonus schemes so that special awards 
were made for the greatest numbers 
of new accounts opened up in places 


other than the big cities and towns. 


Another important thing we did 
was to get each salesman to give one 
call a month to each of his dealers, 
not to sell him, but to service him; 
to help him in window and counter 
displays, to keep him au fait with 
selling talk and arguments and to 
encourage him to make full use of the 
direct mail matter with which he was 
supplied. 


Within three months our sales had 
risen so much and so consistently 
that I found our previously budgeted 
figures for materials and production 
would not meet the demand. We 
budgeted afresh and entirely re- 
planned the routine in the works. 
This involved the entire abandonment 
of one small separate building where 
woodwork was carried on. This 
department was fifty yards away from 
the main building. We turned it 
into a store for metal scrap, moved 
all the wood-working machinery into 


ithe main building and erected it in 


such a position as to give us as near 
a “ straight flow ° of production as 
possible. This, of course, meant 
re-arranging some of the existing 
machinery in the main building to 
make room for the incoming plant. 
We scrapped a wash-house and a 
loading bay to give us the needed 
room. The loading bay was moved 
to where a new despatch department 
had been built, and an entirely fresh 
wash-house, on more modern lines, 
was put up near the main exit of the 
building. 


New records showed a big saving 
in time through this arrangement, 
and we found no difficulty in keeping 
pace with the increased pressure 
demanded by the sales department. 
Apart altogether from the advantages 
we gained in buying bigger stocks of 
raw materials, this saving of time in 
the factory played a considerable part 
in enabling us to drop our selling 
price. 


Cost of New Business was 
Kept Low 


At the end of six months our sales 
had increased by 70 per cent., and it 
was most gratifying to see from the 
records that the cost of getting this 
new business was actually below the 
ratio budgeted for. The salesmen 
were combing their country areas 
extremely well; we first thought that 
this practice would send up the costs 
considerably, but the returns made by 
salesmen showing the contacts 
between each customer enabled the 
salés manager to maintain a much 
better control than formerly. He 
watched carefully to see that really 
unprofitable areas (Continued on page 38) 
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What do YOUR Cables Cost? 


£250 


t the last annual meeting of the 
Ar of which I am a director, it 

was decided that drastic econo- 
mies must be effected in all depart- 
ments. I was given the job of investi- 
gating the office costs, and my first 
item was *“ Cable Costs—£2,000."’ I 
knew we did a lot of cabling but this 
amount came as quite a shock. How 
could it be reduced? I knew little 
about cables, so I decided to consult 
a friend who is an expert on such 
matters. I invited him to my office, 
showed him our files of old cables, 
and asked him if it was possible to 
economise in that direction. His 
reply was illuminating. Producing 
a cable company’s tariff booklet and 
rule-book, he pointed out a dozen 
ways of cutting our costs. Boiled 
down, his advice was—get a cable 
tariff and rule-book, and study them, 
Lor employ someone to do your 
cabling who does know them. 


It happened that a member of the 
accounting department of our firm 
had just left, so I decided to fill the 
vacancy with a man who could also, 
as an additional duty, supervise the 
cabling and keep the charges down. 
I was prepared to pay him more for 
the extra work. I found a man who 
said he could reduce our cable costs 
by ten per cent., so I engaged him 
and watched his methods. But let 
him go gn with the story just as he 
gave me my first lesson. 


This is Where the Expert can 
Save Money 

“ First,’ he said, “ consider the 
rate at which you wish your cable to 
go. Find out which rate pays you 
best. Take, for instance, these two 
cables you have just given me to send 
off, and which you want to be 
delivered as soon as possible. They 
have identical texts, ‘137 Quoted 
Price 12/7,’ one for ‘ Briwestind 
Barbados,’ and the other for 
‘ Maorigood Auckland.’ It is now 
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We Saved 


in Twelve 


Months 


by A. L. MELFORD 


noon in London, but in Barbados it 
is 8 a.m., and in New Zealand it is 
nearly midnight. These discrepancies 
in time make a big difference to you. 
The deferred, or half-rate, will there- 
fore be quick enough for the New 
Zealand message because it cannot 
possibly be used until the next 
morning, so I send it off in this form : 
‘Leo Maorigood <Auckland—137 
Quoted Price 12/7." The charge is 
5s. 10d. The Barbados message can 
be used to-day, so the quicker it gets 
there the better. 1 therefore code and 
send it off at the full rate: * Briwes- 
tind—Lijnyorazk Ohvossponp,’ and 


* 


In too many offices cabling is Cinderella's 
job. “Just send this cable,” says any 
executive to any junior who can type 
Multiplied a few hundred 


in a year, such an unstudied 


out the form. 
times 
arrangement builds up a formidable 
slice of the office costs. This article 
shows how to trim that slice down to 


its proper proportions 


* 


the charge is 6s. 8d. The full--rate 
charge to both places is the same, yet 
there is a saving of one-eighth on the 
Auckland message because of the 
difference in time. 


“ For messages of about twenty- 
five words, plain language, of no 
urgency, I always use the Night 
Letter (NLT), or Daily Letter Tele- 
gram (DLT) rate. NLT's are 
delivered next morning, and DLT’s 
two days after handing in. But if 
this falls on a Sunday -or Monday 
morning I can usually save a half- 
penny or penny per word by sending 
the message as a Week-End Letter 
Telegram, which is delivered on 
Monday morning. For instance, a 
night-letter telegram of twenty-five 
words to New York would cost 4s. 2d. 
and be delivered next morning. But 


if next morning Su 
message is probably trseless 

Monday, therefore the week-end 
is quite as effective, and 
only 3s. 14d. 


the 
unt! 


cay 


rate 


would cost 


Sometimes Wireless is More 


Economica! 


“Very often a saving can be 
effected by using wireless services. 
The wireless rates to Australia, 
Egypt, Palestine, Syria, Ceylon and 
a few other places are little more than 
three-quarters of the cable rates. 


“Much 
making 


money can be saved by 
y addresses as short 
possible. For example, always join 
up into one word such names as 
Stjamesroad, Ruedelapaix, Westfifth- 
avenue, etc., which are counted at the 
rate of fifteen letters to a word. 
Similarly, names of ships—Dover- 
castle, Cityofboston. Jt is important 
also to find out the correct and 
shortest name of the town of destina- 
tion. If necessary, ask the cable 
company beforehand, they will tell 
you how it appears in the official list 
of telegraph offices. 


as 


“ Take the following names, thou- 
sands of cable users send them just 
as the words are given here, thereby 
sending up the office costs quite need- 
lessly: Wellington New Zealand; 
Wellington India; Sea Point Cape 
Town; San Jose Costa Rica; Brook- 
lyn New York; Perth Western 
Australia; Port of Spain Trinidad; 
and there are hundreds more. 
Actually, the correct official addresses 
are: Wellington; Wellingtosindia ; 
Seapoint; Sanjosecr; Brooklynny; 


Perthwa; Portofspain. à 


" You what mopey can be 
saved? Such savings mount up in 
an astonishing manner in an office 
where much cabling is done. Here is 
an example of an almost criminal 
waste of words in both address and 
text i 


see 


“ Blomberg Greenwich Street 
Yonkers New York City— 
Referring your telegram 19th 
accept quality two hundred fifty 
seventeen pence C. I. F. ship- 
ment July F. O. B. Liverpool five 


per cent commission.’ 
“ Of these“ (Continued on page 35) 
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2 : oe product, as ideas. 
men only men who understand wood- 
working. . 


oe woodworking. 


: Our ‘Customers Decide 


the Product 


oe. To-day, the consumer is the dictator, 


that is why we no longer make 
rugs to offer him; instead, we 

out what kinds of ‘good rugs he 
wants—then we make them. This 
policy bas- made our company sales- 
d as opposed to production- 

-has raised our net profit 

to £3,060 in a year’s 

‘lve months ago we made 

aey, close-texture rugs. 

sell, though we didn’t 

know. why. We ‘told the salesmen to 
re tigate. They found that most rugs 

i d to` motor-car owners, | that most of 


aeriene to er the 
ture. for greatest warmth. 
made the rugs—and sold them, 
ped the idea to men’s and 
es——and Fae thousands. 


Ti “through 

: summer's heads: We 

cs) ending the idea to include a 

rie for glove linings. Sales to date 
» promising.” 


z: W. MORLEY, Director, 


| K en Vale Woollen Mills, Ltd. 


rhe 1030. we had roughly 800 active 
accounts. At the end of 1931 we 
had oves 5,000. Now, July, 1932, some- 
thingdike 7,000, yet we have done very 
< little advertising. We have, increased 
our business by selling not so much the 
We engage as sales- 


Then we give them a short 
‘course to train them in our ideas of 
‘When they go out: on 
the road we tell them they are ‘ ideas 
merchants.’ Their duty is to find ways 
in. which. our product would help cus- 
tomers. and then to sell the customers 

hose ideas. We sell, 
mostly to builders’ 


merchans: We 


‘sell. ' them on ideas, and the builders’ : 
“merchants can, in turn, sell their cus- 
_ tomers on similar ideas and so- ~ keep. 


eir. turnover at, a Pigh n 


of course, 


from 
travellers discreet 
- help us in this 


: -The Five Executives. Responsible 
E> x p lain 


if they do not, then the salesman shows 
him how it can be done. 


“At our own factory we run an 
experimental department where two 
experts work seeking ideas for new 
uses for our products. These ideas 
they submit to the sales manager, 
who has them duplicated on loose 
sheets and sent to all salesmen. Every 
salesman has his ‘ ideas bin,’ a loose- 


leaf book into which he clips all ideas. 


sent out from head office. 


‘‘ Salesmen are not allowed to keep 
secret any pet ideas they have dis- 
covered individually. All ideas must be 


sent in to the sales manager, who re- 


issues them to the whole sales force. 
Individual ideas, however, 
hidden by anonymity. 


name as author of the idea. There is 
keen competition to get these names 
published to as many ideas as possible. 
Finding and selling ‘ideas has certainly 
built our business,” : 


A. B., Sales Manager of an 


Artificial Wood Manufactory: | 


i) 


Dealer-Aids which 
do Aid the Dealer 


“g knew a firm which had a huge 

| advertising department, including 
an enterprising art studio. 
out wonderful ideas for ‘ dealer-aids,’ 
counter and window display stuff, etc. 
These ideas intrigued the directors, 
intrigued everybody, in fact, except the 
dealers. But this last fact was not dis- 
covered for years, until somebody took 
a week on the road with a salesman to 
see what happened to the dealer-aids so 
admirably turned out. He found a few 
of the latest productions out in back 
sheds, under counters, : 


gether. His report resulted in a re- 
organisation of the studio. I learned a 
valuable lesson from that investigation, 


“I now manage the publicity of my 


present firm, which manufactures toilet 
goods. We turn out many dealer-aids. 
But our guiding thought is that we are 
doing a job for the dealer, not for our- 


selves, though we naturally reap the 
No matter if it is a 4 


ultimate benefit. 


are not 
- Recognition is g 
given by publishing the salesman’s’ 


It turned 


in stock rooms. r 
The older ones had disappeared alto- 


WHY and HOW 


brains and material and we increase our. 
business because our dealer-aids are 
used.” a 


W. T. MINCHIN ; Publicity Manager, ; 
Ross, Kean & Humphrey, Ltd.: 


E 


Guaranteeing Prices . 
got these Orders 


s N othing has damaged ou 
much as haphazard price cuttin 


Distributors would not: place“ ord rs 
because they were afraid. of prices. b 

cut after stocks were laid: i 
countered this difficulty. by a. polic 
price and. quality protection. i 
advertised this in the trade press and 
sent every one of our distributors | a 


our protective policy. 

copies of this- literature 

pects. We guarantee 

ance for six month pe 
unconditionally. It took. three ‘mont is 
steady | plugging . too get this: pol 
believed. in -by dealers. The 
began to increase. . Sale 
practically all timidity abo 

had disappeared. For th 

May, 1932,. our turnover was 

what it was for the previous’ year, 
nearly 7 times ~ than for thi 
before that. Zo 


We Call it 0 
s Using the User.” 


a hen we- analysed < our sales- 
| men’s daily report sheets we 


found that they were entirely missing a 


great potential source of new. sales.. We 


chad proved in the past that twenty-five | 
: business came from 
-introductions or leads given by satisfied | 


per cent. of new 


users of our machines. Yet our 
analysis revealed. that salesmen- were 
making only. 2} (average) calls per 
month on existing users. This result. 
astonished them. We insisted that one 
call per day should be made on users. 
At once came an increased demand for 
demonstrations and sales went up in 
the first Hse by 1.6 r machines (aver. 


counter display cabinet, a window set, as 


wall case or a floor 


the dealer’s viewpoint. 


3. studies counters, 


“our customers.. 


acts. We save t 


tand, we devise it. © 
Our! 
icl The period "showed a “total - increase 


. ad the previc 











THE TREND 
of 


BUSINESS 


Revival is on 
the Way 


uly was a month of important 

developments for British trade and 
international trade relations. The 
general situation is brighter. 
Lausanne, Ottawa, conversion, de- 
creased imports, higher exports, 
lower interest rates, more employ- 
ment except in the coal industry: all 
these developments are favourable. 
Confidence is firming up. The im- 
provement in British trade which we 
have been registering for many 
months is becoming more definite as 
autumn approaches. 


Did Lausanne 
do Anything? 

he Lausanne Conference did not 

achieve all that it might have 
done. What it did was to finish 
Reparations for good and all 
Business men, exporters and im- 
porters, manufacturers and bankers, 
can proceed on that clear under- 
standing. That means that the 
process of loosening trade restric- 
tions, foreign exchange control, 
quotas and embargoes, will now go 
forward. It will take far longer to 
remove them than it has to put them 
on; but at any rate the pendulum ts 
beginning to swing back. 

What Lausanne did not do was to 
settle the international debt question, 
or to decide what the volume of future 
inter-governmental money move- 
ments shall be. It will require 
another year or eighteen months for 
final settlement. But settlement is 
bound to come. For years practical 
people have realised that France was 
not going to get her full Reparations : 
it took her several years to bring her 
policy into line with that view, but at 
last she has done it. In the same 
way it is apparent that the United 
States is not going to get her inter- 
national debts in full, and in time 
she, too, will have to face and accept 
that situation. 
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Some Developments 


Negatively Favourable 


he business man need not worry 
himself about this country going 
back on the gold standard. The 
statement issued by the Bank of 
International Settlement merely indj- 
cates its members’ opinion of what the 
ultimate and normal solution might 
be. For enough years to come that the 
business man need not bother about 
it, it will not be practical politics 
for us to return to the gold standard. 
The success of the war loan conver- 
Sion operation makes it certain that 
there need be no increase in taxation. 
Logically, there should follow a re- 
duction in income tax in the next 
budget, but that will depend to a 
great extent upon trade development 
in the meantime. At any rate, the 
fact that no increase in taxation is 
threatened is a negatively favourable 
factor. 


The banks and the public have 
money to lend. During the last six 
months the banks have increased their 
investments by fifteen per cent. and 
decreased their loans and advances 
by ten per cent., while their money at 
call is down by thirty per cent. The 
building societies, too, have a plethora 
of funds, and the public eagerly over- 
subscribes to new gilt-edged issues. 
All this means that while trade is 
using less money, the money ts there 
when sound business borrowers have 
use for it, and at reasonable rates. 


Are Retail Sales and 
Production Rising? 


etail sales as represented by the 
figures gathered by the Associa- 
tion of Retail Distributors and the 
Bank of England apparently show a 
decrease in money terms of between 
four and five per cent. for the first six 
months of this year as compared 
with the same period last year. 
This we regard as a favourable 
rather than an unfavourable record, 


for there can be no doubt that, on an 
average, retail prices have fallen by at 
least five per cent., and that therefore 
the decrease in turnover, in money 
terms, does not represent a decrease 
in sales, in tonnage terms. Actually, 
the same quantity of goods has 
probably been sold this year as last. 
This would also seem to be indicated 
by the fact that the number of persons 
employed has averaged, over the six 
months, almost the same this year as 
a year ago. 

As we pointed out last month, 
internal production and manufactured 
goods have increased this year over 
last; our retail sales in terms of 
volume have not, apparently, gone 
down; our imports have decreased 
considerably; our exports are rising. 
These factors, considered together, 
can leave no doubt that the tide has 
definitely turned. 


Unemployment Down 
Except for Coal 


ur total export figures for June 

would have made promising 
reading but for the drop in coal, and 
the same is true of the unemployment 
returns. For, with the exception of 
coal, most major industries such as 
iron and steel, general engineering, 
road transport, cotton and jute, boots 
and shoes, printing, and many other 
lesser industries, showed an increase 
in employment. 

But there is every possibility of 
the coal situation improving in the 
near future. For three good reasons : 
increased industrial activity, 
especially in the heavy industries, is 
bound to bring about increased coal 
consumption; foreign restrictions on 
British imports are gradually being 
loosened; and new uses are being 
found for coal, both in its raw and 
treated state. 

The days of coal have not passed : 
they are not even numbered. The 
different sections of the industry are 
getting together, determined.sto find 
new outlets for coal. They realise 
that much of its future success must 
depend upon its adaptation to modern 
needs, and the experiments which are 
now being made show that at Inst the 
industry is fully aware of this. 


Coal is in the hands of the 
scientists. Under the direction of the 
Coal Utilisation Council—the new 
association formed by the Mining 
Association in conjunction with the 
Coal Merchants’ Federation, the Coal 
Exporters’ Federation, and the 
National Council of Coal Traders— 
experiments are being made with low- 
temperature carbonisation, hydro- 
genation, compressed coal gases, 
and the mixing of pulverised coal 
with oil. Other outlets are also being 
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opened up. A distillation process 
plant has just beerf erected at Ashby- 
de-la-Zouch which transforms almost 
valueless slack into smokeless fuel of 
the highest grade. Crude oil can 
also be obtained by the process. 


These signs are not only encour- 
aging, they are significant, for a 
healthy coal industry means a busy 
business world. 


New Industries Redressing 
the Balance of the Old 


Be years now one of the main topics 
of industrial converse and gloom 
in the press, at company meetings, 
at trade conferences, and in ordinary 
business conversation has been the 
increased unemployment and deterior- 
ation in our old and staple industries. 
We are always hearing of unemploy- 
ment in the textile industry, in the 
coal fields, in shipbuilding, and insteel. 


But very rarely do we stop to con- 
sider the progress of new industries, 
even although they are continually 
increasing their activities and 
absorbing unemployed members of 
other industries. The subject ıs 
worth exploring, for there is a sur- 
prising number of young industries 
which have grown up during the last 
ten years and whose development can 
be set against the decline of older 
industries. 


Record Year 
for Radio 


C the wireless industry for 
example. Ten years ago it 
scarcely existed: it was little more 
than a sideline of the electrical dealer. 
To-day it has an invested capital of 
over eighty millions, and gives full- 
time employment to over one hundred 
thousand people, while its allied 
trades affect a million workers. 

With the possible exception of 
canning, itis the only industry which 
is at the moment looking forward to 
a record, not just a better, year. Mr. 
M. MacQueen, of the Genera] Electric 
Company, told the leading radio 
dealers at a gathering at Coventry 
recently that there was no doubt the 
coming season would be “ another 
bumper year for radio.” So confident 
is the General Electric Company, in 
fact, that they are enlarging their 
works by 232,000 square feet, which 
is an addition to the extension of 
32,000 square feet completed a few 
months ago. 


Rapid Rise of the ° 
Canning Industry 


he canning industry is also looking 

forward to % record season, and 
is rapidly absorbing unemployed 
workers from other trades. 
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Eight years ago the industry was 
practically unknown in this country. 
America appeared to hold a safe 
monopoly. To-day British enterprise 
has smashed that monopoly. Where- 
as in 1924 1,000 cases of canned food 
was the total output for this country, 
to-day thousands of tons of fruit and 
vegetables are being canned daily. 
At the present time over a hundred 
tons of green peas are being canned 
every day, and a fleet of 300 Jorries 
is engaged in their distribution. Fifty 
tons of strawberries are being dealt 
with every day, and arrangements 
are already completed for 1,000,000 
cans each of celery, beets, sliced 
apple, young carrots, and spinach, to 


be produced in their respective 
seasons. 
Factories at Ely, Evesham, 


Dundee, Wisbech, and several in 
Kent are working day and night. 
Export business is steadily growing, 
and among the places now taking 
supplies are China, Africa, the United 
States, Canada and Singapore. 


Apart from the actual canning, the 
output of cans will create new records 
this year. Suitable cans are chiefly 
made at Worcester and Acton, where 
the output in 1930 was 23,000,000 
cans. Last year the figure increased 
to 65,000,000 cans. This year’s out- 
put, it is conservatively estimated, 
will exceed 100,000,000 cans. As 
that represents roughly the equiva- 
lent of 15,000 tons of tinplate, it is 
obvious how canning is bringing 
prosperity to the tinplate industry. 


Thus the canning industry is giving 
employment to thousands. Not only 
directly, but indirectly as well. 
Transport, tinplate, building, paper, 
printing, all benefit and will continue 
to benefit through an industry less 
than ten years old. 


Transport Employs More 


Than Ever Before 


he motor industry, too, employs 

some hundreds of thousands more 
people than it did ten years ago. 
Millions of cars are on the road now 
where thousands were before, and 
the vast system of garages and filling 
stations which covers the country 
gives employment to other thousands 
of men. The motor industry is 
actually employing far more men 
than the railways have been forced to 
dispose with, so that the transport 
industry as a whole is to-day employ- 
ing more men than ever before. 


The cinema, the aeroplane, and the 
rayon industries, makers of labour- 
saving devices and sports goods. All 
of them employ more men than they 
did five years ago, and for a long 


time to come will continue to absorb 
workers for whom there is no room 
in the older industries. 


In just the same way coming indus- 
tries, such as television, are bound 
to absorb a percentage of the men 
thrown out of work by languishing 
industries. Surely, in view of this 
indisputable fact, 1t would pay busi- 
ness men to give more attention to 
the industries of the future and to 
spend less time mourning over indus- 
tries which have passed their zenith 
and others which must inevitably 
disappear. 


British Steel Takes 


the Lead 


he re-valued pound and a 334 per 

cent. tariff are putting our iron 
and steel makers in a position to com- 
pete with foreign rivals. They can 
now tender prices which cannot be 
touched by foreign firms and the 
home market is opening up again. 
Selfridge’s Stores, for example, have 
given Dorman, Long and Co., of 
Middlesbrough, an order for 5,000 
tons of steel for their extension 
scheme at a price far lower than they 
have ever paid before. 


Abroad, the gigantic German Steel 
Trust is not in a happy position and 
has had to be taken over by the 
German Government at a cost of 
100,000,000 m., otherwise, as Herr 
Dietrich, the former Finance 
Minister, said recently, “ the whole 
artificial structure of the great con- 
cerns connected with it in one way or 
another would have tottered.’’ 


Although now would appear to be 
Britain’s opportunity, iron and steel 
imports for June showed a drop of 
only 2,000 tons against the same 
month last year, in spite of the duty. 
The reorganisation scheme, for 
which the temporary duty has been 
renewed for a further three months, 
must be hurried forward. 


Creating Confidence and 


Presenting an Opportunity 


he Import Duties Advisory Com- 

mittee has made a wise move in 
suggesting that certain machinery, 
at the time not procurable in this 
country, should be admitted free of 
duty. This will assist English manu- 
facturers needing this particular 
machinery to produce their goods at 
lower costs, and it also creates con- 
fidence, both at home and abroad, in 
the fairness and constructive policy 
of our tariff makers. 

At the same time our machinery 
manufacturers in this country should 
study the list of exemptions with a 
view to seeing if it is practical to 
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bour Prefers Wage 


jacrifice to Unemployment 


"he labour position in. the cotton 
op industry has been obscure "for 
some time, but now that negotiations 
between. the Cotton Spinners’ and 
Janufacturers’ Association and the 
Jorthern Counties Textile Trades 
'ederation have been renewed it 
ould appear. that the wage cut of 
124 per cent., or thereabouts, which 
has already been accepted by thou- 
sands of cotton workers, will be 
greed to by the Unions. | 


Naturally there has been a good 
eal of official opposition to any 
eduction, but the general feeling 
the _ workers seems to be that 
nust be kept going at all 
5 ven if a wage sacrifice has to 
be made. The disorder at Burnley 
and the decision of some thousands 
of men to go on strike by no means 
represents the feeling of the majority 

f cotton workers: at long last they 
eem to be coming to realise that they 
must contribute to a lowering of 
production costs by a decreased wage 
if markets are to be held. 


This feeling is another sign that 
Jabour is beginning to understand 
that at the moment work is of para- 
‘mount importance, and that factories 
and mills must be kept running. The 

adow..- of | eer niet has 
sd. many... rabid trade 
unionist’s ideas. ‘during the last few 
months. ‘Prices would have to rise 
to an impossible level before he 
would risk his livelihood in taking 
tive measures against the State, as 
ould have us believe. 


the Upturn 
rE the last few days there has been 


Ha slight improvement in sentiment 
in the U.S.A. The various govern- 


mental measures for stimulating 
inflation and expanding credit are 
plane lies a Slight encouraging 


balanced; 


if there are no borrow 

use it and can safe 
Federal Budget 

the coming 
Election E 1b 
agitation and uncertainty; 


depressing with their record of 
decreased profits and dividends. 


And America has still to face the- 
adjustment inevitable in her internal 


debts situation. What is going to 
become of the debtors who borrowed 
years ago at inflated prices and can- 
not pay back now that their assets 
have shrunk in value by three- 
quarters or even nine-tenths? What 
is poing to be the effect of this 
inability to pay on their creditors? 
Here is a monetary and financial 
problem that has still to be liquidated. 


The first and vitally essential step 
to world recovery will be increased 
buying of basic commodities, conse- 
quent rise in their prices, and thereby 
increased prosperity and purchasing 
power for their producers. As we 
have said before, America cannot be 
expected to help to this end during 
this year. If it would leave politics 
alone, Europe might. The British 
Empire within itself already has. 


Aviation’s Help = 
Business 


t seems likely that in the near 

future civil aviation is going to 
be of real assistance to business. 
About two and a q er million 
letters were dispatched by air mail 
last year, and some firms already 
make it a rule to send all letters by 
air where possible. This is a rule 
that might well be made by all houses 
dealing with the Continent, for the 
time saved is immense. | 


As a means of transport the busi- 
ness man has given little more than a 
trial to the aeroplane, but the 
increasing adaptability and speed of 
machines makes them more and more 
desirable for business purposes. It is 
true that Continental business trips 
are already popular, but on the whole 
the aeroplane is still used more as the 
exception than the rule.. 

Business aviation will not come 
into its own and full use be made of 
its anes until the aeroplane is 


in the same. Hebt as the 
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NOTES, with the 
3USINESS Weather Map, re- 
veal at once the general commer- 
-~ cial situation of Britain. The 
-Map shadings indicate the un- 
employment tn the various areas 





NORTH-EASTERN DISTRICT 
ooo Coan: No improvement is visible as yet, 
-in spite of the iron and steel duty, which it 
=. was hoped would create a demand for blast 
furnace. supplies. Household coal is 
suffering from seasonal dullness, which is 
- also affecting Coke. SHIPBUILDING is at a 
complete standstill, with seemingly no pros- 
pects for a long time to come. Sarr- 
REPAIRING is. very little, if anything, 
better.” IRON AND STEEL still shows little 
improvement. The renewal of the import 
< duty has given fresh hope, but there are 
ew tangible signs of its effect. Pig-iron 
emains extremely quiet, and large stocks 
and. Gratin has maintained 
ovement of last month, but 
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_ NORTH-WESTERN DISTRICT 

Tron AND STEEL © The import duty has 
“had some slight effect, but on the whole the 
situation is little better. There is hope that: 


a larger share of the home market may be 


‘secured from foreign rivals; but fierce com- 


petition is still raging... Cotrron has 
witnessed a further decline in prices owing 
to political and financial évents, but the 
market showed signs of steadying towards 
the end of the month. Orders are scarce, 
both home and abroad. GRAIN is very 
little changed. TIMBER remains quiet, with 
few prospects of brightening. ENGINEER- 
ING has maintained its improvement, and 
manufacturers are more optimistic. Woot 
remains practically the same. There are 
signs that there may be more demand for 
clothing as winter approaches. LEATHER 
stocks remain heavy, with little general 
demand. 


MIDLAND DISTRICT 

IRON AND STEEL is, if anything, slightly 
brighter owing to the import duty. Prices 
are nothing like stabilised and the cutting 
against foreign manufacturers continues. 
The price of billets has fallen, and galvanised 
sheets are so low that some manufacturers 
have ceased production. There is a little 
more enquiry for tinplates. ENGINEERING ; 
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temporary revival. The same applies to 
Co SHIP-REPAIRING.. AGRICULTURE is uncer 
tain Crops are good. 8 






: The heavy 00 
side of the industry is still depressed, with. 
only occasional signs of activity.. . MOTOR oe 
Cars in the home market are good, ands 
increasing business is being done with © 9 4 
South Africa, Ceylon, and the Federated. o oo 0) 
Malay States. Motor cycles are improving, = og 
but pedal-cycles remain the same. HARDA; oo ona 
WARE trade is no better, and exports to. © | 
South America are restricted by exchange ooo oos 
difficulties. Toors remain quiet. JEWEL- 06e 0 
LERY AND PLATE is slack and is expected oooi 
to remain so until the autumn. CARPETS 6 > 
are still in demand and the trade is main- 
taining its output. . Boots. AND: SHOES 
The industry is still depressed and no- eS 
improvement is looked for until autumn. =- 
Orders are slow. Hosiery is as yet no... 
better, but a slight revival is expected once oos 
August is over. TIMBER and CHEMICALS O 
remain as before. fi Ce ee 
SOUTH-WESTERN DISTRICT . 
FURNITURE shows little improvement,. 
although a fair trade is being done. LIGHT 
ENGINEERING is brighter and some manu- 
facturers are busy. The industry is, o 
the whole, optimistic. TIMBER is exp 
encing a sad dearth of orde 
house-building programmes seem to ha 
been curtailed, with consequent signs. o 
price-cutting. LEATHER shows some. 
indications of improving in the home. 
market, but export is poor. Continenta 
leather is being sold in this country at lo 
prices. GLOVING is still poor... -G 
remains slow and prices have decli 
EASTERN AND... 
SOUTH-EASTERN DISTRICTS 
AGRICULTURE maintains its imprevemen 
but has not gone forward. CHEMICALS i 
fair. LIGHT ENGINEERING still rema 
SOUTH WALES 
ĪRON AND STEEL orders are scarce; 
although there has been a drop in imports 
The galvanised steel sheet market is 
acutely depressed. Coar exports are up- 
and Coke also shows a slight improvement Sa 
SHIPPING is, if anything, slightly better. = < < — 


SCOTLAND e 
AGRICULTURE is slowly improving. Pass =o = ooo 
tures are abundant and crops promise well. 
JUTE is slack. Coat remains dull. Lanark- = 
shire in particular is in need of orders, the ——— 
home market being poor. Fifeshire ig: © 
finding conditions a little better. Iron o o 
AND STEEL is again depressed. Some = 
activity is noticeable at tube works in © 
anticipation of the revised Australian 
tariff effective on September Ist, Surp-  _ 
BUILDING is still depressed. Inquiries are 
few and far between. Woor anp Hosiery} = 
The home market. is active, but export < > 
remains practically dead- Live Stock has = 
been a little livelier. o cic i o o5 koe, ee oe eae 
NORTHERN IRELAND = = 
_ PLax prices are at a low level and tradeis 
poor. SHIPBUILDING is again slow after a 
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a HERN IRELAND 
Trade is depressed and the new exp 


uties leave the- 
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by FRANCIS J. MOTT 


system to another and markedly less 

orthodox one. 
A The system in use when I took over 
: ‘scarcely any such two + esults the factory costs was as close to the 
greed. For example, under job- text-books as one could wish. AN 
mber 684 a motor Bae have cost goods were requisitioned from the 
stores; all requisitions were entered 
Pat: in a Stores Analysis Book; the 
i ee wor yrking was analysis was summarised into. the 
tregular or- ar ee various jobs; and, finally, the totals 
z revealing ts weak of these summaries were transferred - 

ee : to the job account. a 


first step- was to trace the | have already described | how. J er 

A to see -w hetaer the a solved the difficulty of the multi- docket 
tudinous small requisitions for a ‘our-d 
handful of screws here, and a pinch @ few t 
of tiny nuts there, but this still left. without i 
several requisitions per job. With form printe 
the system outlined above one would were to b 
turn up a job account and find the ! 3 
sort of thing shown in Figure 1. 


Suppose one wished to find the 
detail of the stores drawn for the ©. 
week ended llth March, 1930, and ,* 
amounting to £9. lds. Id, oeo 

ad to cond, for the would have to turn to the Stores 

f all costing systems lies not Analysis and find there the summary | 

which i is comparatively of the Requisition forms for that 

but in week. One might find something as 

he ry, and the justification for this follows :— n i 
ë: o of aie in Pe cost- po i 4329 
fice A 4361 
A874 


. -25 3 a Indue tion Wotors in special ag catia L zu t irdi thai 


“ae Order No. average. cost. fo ae 


Co oone comes we : “able ae once to. find OW : eS 
1 28/3/30 | 6 PPPE fo batch tumed out at 265. a os 

T ae BO E | another at 29s: Sa OS es 
TE H | The ability < of the cost-clerks ae 


fob ea 
Description: — E 20 Be Induction Motors | : ea a 


mages = staan 


ae Sh Be. 8, a ee 
a ob Sched... oe SS l w ae a. 
` Invoace. 38: Bihl. k ka 


















ao a ee wh en ee were 








a ien did not always seem quite clear 
as to the number of pieces they had 
; drawn from stores for any particular 
Job. Twenty field-coils might be 

` drawn fora job requiring only fifteen. 

= Then later fifteen coils would be 
< o drawn fora job needing twenty. The 
os was obvious, but oe 


| -for Each Job 
topped due ee or error by 










itled # job S Schedule,” There- 
> parts. draw n wona remain 


































id “be ee, __ by each 
: “workman as he took them Over, and 
-handed into a special department of 
he, Stores each Bie 





This ane “that the materials 
wn. is each hae were aoe 


the Ee eed Job drawer 

a o find it containing the 

sowing : (a) works’ order, (b) job 

| schedule, (c) wire summary, (d) time 
summary, (e) copy of test-report. 


a8 Gave 3 a Visible, “ A.B.C.” Record 
= of Production 


es “With the small-parts scheme in 
operation as well, the completed 
3 Envelope would now look like Figure 2. 


feesieripnworet 


ee es “of losing a “slip—every) j 
` had one slip only for Stores. 


found. that din the factory on faulty material. 


were cases where a further issue o 
stores was needed, as in the case o 


MANAGEMENT 
TO-DAY 


A good autocrat with a 


definite plan is more effective 
than a committee with a 
confusion of ideas 





of by the issue of an ordinary Re- 


quisition Form, which was analysed 
}, to avoid loss. 
a Bey infrequently called for. 


‘These were, however, 


When the changes had been 
effected and the little pierres d’achop- 
pement rolled in, I turned my atten- 
tion to 
accounting side of the system. 


How we Simplified the Store 
Records 


It struck me that to analyse the 
stores was foolish in view of what had 
already been done. Of course, the 
stores must be given its credit for 


goods issued, but was there not some 


simple way of doing this? 


Since all jobs went straight through 
the works and no job was ever kept 
hanging fire, the problem was fairly 
simple. Every thing would have been 
further simplified had the factory been 
able to make for stock. Actually it 
dare not lay out a programme of 
mass-production as, owing to the new 
régime, it had never been able to 
catch up with the demand for its out- 
put, and was Sonupoa being 
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| Cost 


a her : 


This was taken care 07" 


corder in 
‘Results 


the results book and the 


fume, but it was recorded that of the 
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These serial numbers: ‘re kep 
the left. column of the 
Book, and it was simple, ee 
when balancing, to see what was < > 
work-in-progress and to carry it fors — < — 
ward to the next period in red ink. | 
The Results Book; a specimen 
ruling of which is given here, wa 
not oniy a: n of torina CO: 


page o e Reuk Book. ċar 
dead, the columns were totalled ani 
at the balancing period one hadal 
the control figures ready balanced b 
analy sis—that i is to. Say, after half. 






Actiallys he sy ystem ae abov 
is PR less than a true a 





“PLUS A mere THING 
THE OTHERS HAVEN'T GOT” 


There was much talk recently about 
the sales of perfumed hosiery. “A we 
known store has just observed © | 
customers reacted to the idea. Out.o 
250 customers, only six gave evidénc 
of consciously” noticing the. faint per 


250 fifty per cent. bought hosier 
perfumed with one particular scent 
24 per cent. bought another scent and 





18 per cent. a third variety. The 
remaining 8 per cento- bought the 
unperfumed hosiery, though. the un 


perfumed brands and qualities” yere 
exncily the same äs the Perfumed 
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DEFECTIVE EYESIGHT 
Costs Industry £1,000,000 


by WILLIAM E. HARDY, 


Technical Secretary, Optical Research Committee 


defective eyesight costs industry 

at least this enormous figure 
every year. Of the five human senses 
employed in business, that of sight 
is by far the most important. 
Research has confirmed this truth 
over and over again. Out of many 
practical experiments, here are a few 
typical results. After reading them 
you might with advantage ask your- 
self, ‘‘ Is this factor lowering the 
efficiency of my staff ? ” 


| oss of personal efficiency through 


Normal sighted workers engaged 
on jobs needing concentrated use of 
their eyes at close distances were 
observed for several weeks, their out- 
put being measured hourly. They 
were then fitted with glasses which 
relieved their eyes of strain necessary 
to focus and converge on the work, 
and output was measured again. 
The average improvement in produc- 
tion, after vision had been relieved 
of strain, exceeded 20 per cent. 


The correction of small eyesight 
defects and the relief of eyestrain by 
glasses increased the output of 
electric lamp filament mounters by 
nearly 20 per cent., and that of 
certain classes of weavers by from 
8 to 26 per cent. 


It Cost Nothing to Make 
This Improvement 


Clerical workers in a factory near 
London revealed a strangely high 
incidence of minor eye troubles and 
lost time due to headaches during 
autumn and winter. An optician was 
asked to investigate working con- 
ditions. In the offices he found 
over each desk an electric lamp 
fitted so that its rays fell directly on 
the eyes of each clerk. He suggested 
turning the desks round so that the 
light fell over each clerk’s shoulder. 
The result was an immediate improve- 
ment in work, particularly betwetn 
3 p.m. and 5 p.m. Lost time due to 
nervous troubles and headaches was 
also much reduced. 
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improvements in output of 
from 5 to 40 per cent. have 
been secured in work of all 
kinds, at little or no cost, by 


correcting employees’ vision. 


The small as well as the 
large organisation can make 
these savings 


In a printing works glasses, pro- 
vided free by the firm, improved 
output by 28 per cent. 


Ninety per cent. of clerical and 
other close workers over the age of 45 
years, and many between 40 and 45 
years, suffer a reduction in efficiency 
through being unable to maintain 
good sight for close work. This is 
natural, but it is a simple matter to 
correct by optical means. Given 
proper glasses, the sight and stamina 
of workers past 45 can be maintained 
as well as those of much younger 
people. 


A Birmingham hospital official said 
he attended 25,000 minor eye injuries 
in one year, and that most of them 
could have been prevented. They 
had been caused mainly by fying 
chips of metal, wood, glass, etc., and 
in the aggregate represented at least 
§0,000 lost working hours. 


Spectacles of unsplinterable glass 
would have reduced this loss to one- 
tenth, incidentally saving a big sum 
paid by employers for compensation. 
As sighted lenses of unsplinterable 
glass can also be made, a dual 
purpose is served by making glasses 
aid vision as well as protect the eyes 
from injury. 

Though defective vision costs 
industry so much in loss, the leakage 
has been detected and caulked so far 
by only a few big firms. One of these 
has tackled the problem by equipping 


an optical department and engage 2 
an optician. Employees have cyesight 
examinations, and are educa.ed in 
eyesight preservation. The rcəuhs 
have been extremely gratifs ing 


The equipping of an optical re- 
partment is, of course, the most 
ambitious method of safeguarding 
sight. But it is not the onh methoul. 
A different plan was ured by a 
London firm. A small hoard of 
examiners was nominated by one of 
the opticians’ organisations to 
examine the vision of this firm's 
employees. The survey was carried 
out as part of a scheme of rest arch, 
and entailed no cost either to firm ur 
employees. All of the latier whose 
vision was found below standard, 
either with or without glasses pec- 
viously fitted, were advised to get 
proper glasses from a local optician 
who supplied them at special rates 


An Easy Plan for the 
Small Firm 


Another method, one which can be 
used by small firms, is for a member 
of the staff to undergo a short 
instruction by an optician in methods 
of measuring vision. A sufficiently 
accurate test can be made this wey, 
then all whose vision 1s found to be 
below standard can be recomended 
to a local consultant for complete 
investigation. 


Assistance for the purchase of 
glasses can be given, if necessary, 
by the firm, repayment being made 
by the employee out of wages. A 
large percentage of such cases are, 
in fact, eligible for grants as addı- 
tional benefit (ophthalmic benefit) 
from an Approved Society. 


In addition to taking the trouble 
to safeguard employees’ eyesigiit in 
the way described, on no accounc 
should the complementary question 
of lighting lay-out and works or 
office arrangement be “negiectec, z» 
the importance of it in relation to 
eyesight cannot be over-estimated. 


Our STAFF LIBRARY Led 
to Definite Cash Savings 


Through employees working better and sub- 
mitting efficiency ideas via the suggestion box 


would be a good idea if we took 

a few extra copies of the trade 
papers appertaining to our business 
and lent these round to any employee 
in the office or works who was 
sufficiently interested to borrow and 
read them. 


We made known the idea and 
definitely encouraged the borrowing. 
We thought there ought to be some 
sort of system to contro! the lending 
and prevent the loss of the copies 
before they had gone all the way 
round, so we gave to a clerk in the 
cashier’s office the job of keeping a 
list of the books, the dates ‘ out ” 
and “in,” and of generally keeping 
the scheme running. 


Tre years ago we thought it 


A little later on I happened to ask 
how the idea was going and was 
surprised to hear of the interest 
shown. The “ librarian ’’ had written 
requests from all grades of employees 
for copies of allied trade papers and 
for various technical works dealing 
with our raw materials, machinery 
and processes of manufacture. Asa 
result, we started a small library; 
twenty text books and more copies of 
trade papers. The text books were 
bought by a subscription of half their 
cost collected from employees and 
half contributed by the firm. We 
thought that borrowers would the 
more appreciate the books if they had 
contributed to the cost. The trade 
papers the firm provided, free of 
charge. 


Within the year the cashier’s clerk 
said he could no longer look after the 
book? as a spare time job. The 
twehty books had grown to thirty-five 
through extra ones being bought 

“entirely by employees or presented to 
the library by those who had them 
at home. 


To cope with this growth, we 
engaged a young assistant for our 
canteen manager, built him a small 
office adjoining the canteen and put 
the lending library on a proper 
basis. 


We continued to receive requests 
for books on all sorts of business 
subjects, on accountancy, publicity, 
foreign languages, correspondence 
and machine*technique. There were, 
also, those who wanted us to include 
adventure stories ° and murder 


22 


mysteries, but we could not concede 
this. 


Our library is now three years old 
and we have about eighty books. 
Instead of collecting from employees 
half the cost of new books when it 
is wanted, we now charge a penny 
a week for all books lent. This 
enables us to build up a small fund 
from which to draw when new books 
are required. The firm still retains 
its policy of paying half the cost of 
new books. 

What has this library idea done for 
us? I certainly think it has done a 


very great deal. We know that 
many of our employees are better and 


+ 


more interested workers. Last year, 
no less than six of our youngsters 
won prizes at the local technicał 
schools for various business and 
technical subjects. The whole idea, 
too, is undoubtedly good for the 
morale. 


On the other hand, we have gained 
definite financial advantages. A 
much greater interest has been shown 
in our suggestion box. Formerly it 
rarely collected anything of any real 
value. In the three years, however, 
there has been a remarkable increase 
in the number and the quality of the 
ideas submitted to us. Some of the 
ideas we have adopted, notably one 
which saved a considerable amount 
of machining time on one rather 
complicated operation. Another re- 
lated to our system of deliveries, it 
resulted in our re-organising the 
whole arrangement, with considerable 
saving to ourselves. Cash prizes are 
always awarded to those who give us 
ideas that are adopted, but the 
library idea has certainly paid ‘us. 

. B. 


Customers are not Bored by 
this kind of CATALOGUE 


by JOHN 


evelopment of transport in 

rural districts has enormously 

widened the areas from which 
retail shopping centres now draw 
their customers. In the country 
towns, but a short while ago, 
retailers had only the “ within walk- 
ing distance ’’ customers, and a few 
who might come in by car. Of this 
latter class the local town did not 
receive the patronage of a very large 
proportion, because many such 
people who had cars did much of 
their shopping in London or in larger 
centres further away from the local 
town. 


Now that most districts are so 
admirably served by buses and cheap 
trains, provincial centres get a great 
deal of the middle class custom 
which formerly did not come their 
way. 


Yet, in spite of this development, 
not one medium size retailer in ten 
is following up this new opportunity 
to foster outlying customers by 
means of a well made up catalogue. 
I am certain that the average retailer 
has not even taken the trouble to 
find out what proportion of his 


COOPER 


custom is of the “ walking distance ” 
variety and what proportion come in 
periodically from neighbouring parts. 


For the regular customer who can 
call in at the shop almost any time 
it would not be worth while going to 
the expense of producing a catalogue, 
except at sale times; but with this 
new element, the distant shopper who 
comes in, say, once a week, the idea 
is well worth considering. Here is 
a substantial, well-placed clientele 
who has all the week in which to 
study your catalogue, that is, If it is 
sufficiently interesting to warrant a 
study. By all means, then, get out 
a periodical catalogue. If you have 
never done so before, examine care- 
fully your customer list. If you have 
no such list then use some device to 
find out where your customers come 
from, that is easy enough. If yours 
is a medium size business you will 
be able thus to compile a mailing list 
that will astonish you. 


Now about the catalogue itself. 


*There is an opportunity for you to 
extend your goodwill and to increase 
your business, but the catalogue must 
be such that it will have a definite 
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‘apery house 


produced | by a medium 


pin a town about 40 miles 

‘London, which has very 

increased the business of 

e Same As an illustrated booklet 

t is “ different”; it has brightness 

peat „anda winning personal 
atmosphere. pe 


has some of the attributes of a 

: ‘magazine, it has the personal 
the front cover is interesting 

ows a map of the town and 

ion of the store in it. The 

| le front. cover contains good 
graphs of the directors and of 
arious department heads pre- 

| in a personal and informal 

< This intimate touch is contin- 

el throughout. The catalogue is 
ided into sections, and in front of 

ye of the: sections the particular 
head is again introduced 

through a photograph and a little 
raphy which points to his or her 
wledge and: authoritativeness in 


emphasise “ Buy British 

3; *-and they announce 

sale “of such goods with a 

spectacular opening and features 
during the sale. 


Quite a novel feature is the 
sion of messages from well- 
local residents. Every page 

put together in bright, conversa- 
nal language. The trite, stereo- 
phrases of the average 
are. Laie absent. This 


a x ES of good underwear ’ 
5 E E above a page, of 


than such 
and overdone expres- 

“ unequalled . value,” 
Se, unbeatable “quality ” and similar 
jargi “Good | underwear,” 
irrespective of style or brand, is a 
description which can be. believed. 
_“ Superior quality ™ is an expression 
i onveys nothing to anybody 

's the reader (if she does read 

é unmoved: ae. 


or those he ‘make their own 


sensible: appealing 


his is a catalogue 


erest, but it is ao 


_ Any up-to-date retai 
give the subject s 
thought can make up a. 
us kind. He can make 
| interest-creating magng 
intimate, appealing. H: 
ten: y way it isa wonderful b 
secure r more e e ione. or ike provided also that its dist 
was a neighbourhood which- had “handled intelligently and sotu 
better be left uncultivated. On the and wastefully. 


@——____-_———— 


Try this Plan for .. . 
Prompting the 


Incoming M ail Den 
by C. ST. JOHN WAGHORN 


ee af 
is not, literally, a one-man aie X” Motor Ces Ld. 


n any business establishment which. To Sales Manager, 
Dear Mr. Smith 


dealing with in-coming mail is 
matter of great importance. 


There are many men, secretaries, 
commercial managers or whoever condition: ih 
may be in charge of office routine, unsatisfactory dn 
who treat it very lightly—at all t kepit was roug 
events, so far as their own organisa- 
tion is concerned. In such cases it 
will generally be found that these men paral i inste eai oe ae : 
have not the slightest conception of (8) ‘and give my n 
what is due to their correspondents, catalogues (10) ani’ 
either in courtesy or efficiency, and pe ene Pa 3 
this ignorance is, unfortunately, very Shou meat oak: wate on 
wide-spread. I am not speaking some suggestions for spec 
from guess work, but from what I (10, 11, 12.) 
have actually seen and experienced in Yours sincerely, 
the last twelve months. Now, this letter is address 
sales manager, but it concert 
other departments eq 
These A need 


When a man writes a letter he 
desires an immediate reply. He is 
entitled to expect an immediate reply. 
If the subject matter be so involved 
that it cannot be dealt with at once, HOMES ia 
the writer ought to receive an instant 3 Delivery Teper E ae 
acknowledgment of his letter, to- EDET 090° 
gether with the assurance of a definite . 4.--Service Depa: rnea 
reply within a definite time. If he B= Works: Manager. 
does not receive such acknowledg- Towel bos 3 
ment or reply he is entitled to feel a 
aggrieved. He does feel aggrieved. 

And it is a badly run business which 
gives anyone legitimate cause for 2 


| grievance. 


“To illustrate the Doi more : 
Sg I will take an ı actual example. 


ae vei we 





> 


CEEA S 4 kea > 
ys, ! 

This rug-way can be made up at little cost 
from standard parts by anybody who has 
the least knowledge of the use of tools. 
Parts are made to suit any requirements and 
so fit any position. According to the 
number of parts used, the run-way can be 
made as short and simple or as long and 
complex as desired 


A Packing Method which 


Was Too Convenient 


@A manufacturer of scientific apparatus 
packed and dispatched his products in 
well-designed fibre and wood cases. To 
facilitate handling by van-men and 
railway porters rope handles were Pater 
added to the cases, together with two 
wooden battens on which the cases 
(fairly heavy) could be slid, 


Customers all over the country began 
to complain of receiving the products in 
a damaged condition. Investigation 
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showed that van-men, etc., got hold of 
the handles and threw or slid the cases 
too violently. The rope handles were 
an invitation. They were removed, so 
were the battens. The cases are now 
picked up and put down. No more 
damaged contents. 


This Gives a Little Pull to 


The Invoice 


@A rather good idea is used by a large 
firm which prints on its invoices, so that 
it follows close against the total amount, 
the phrase, ‘‘ and the best value at the 
price! ™ Just a natural, conversational 
expression which tends to focus the 
attention on the amount of the bill and 
at the same time has a sales value. Far 
better than such trite phrases as ** Your 
remittance will oblige," of which no 
customer takes the slightest notice, 


Dispatch Method which Cut 


Time 65 per cent. 


@A firm which every day dispatched 
thousands of small mechanical parts, 
formerly wrapped each package in paper 
and tied it with string, finally fixing a 
tie-on label. As a new idea, the dis- 
patch manager devised a small cotton 
sack, with label already attached, which 
drew together at the mouth with string 
already threaded. The mechanical parts 
were wrapped in tissue and the sacks 
tried out for a week, 

Time for packing was cut by 65 per 
cent. This firm now uses the sacks as 
standard packing. The small extra 


To Department Hoccesecessesss 


INCOMING MATL. 
Tete cevceeece 


Time seccesses 


Ref.No. 


This 
it simultaneously. 





cost is more than offset by the 
much greater output of the dispatch 
department. 


Try This on Your Worn 


Typewriter Carbons 


@ We ourselves have not tried this, but 
the office manager of a firm which uses 
half a million sheets of typewriter 
carbon paper a year said that carbons 
which are apparently too worn for 
further use can be revived for a quite 
decent period of extra service by being 
laid on or near a radiator. The heat, 
he-says, causes the composition to run 
and fill up the worn places. 


This Slogan Promotes Business 
and Goodwill 


On the walls in the Service Depart- 
ment of a firm selling a mechanical 
cleaner direct to the public hang 
several large notices: ‘‘ Don’t make 
excuses—make Goop." The firm enjoys 
a high standard of goodwill among its 
clients. 


£200 a Year Saved on 


Stationery 


@ Looking for ways to cut office costs 
an executive in a large engineering firm 
noticed that twenty different kinds of 
printed forms and report sheets were 
used for internal circulation. On all 
these sheets fully a quarter of the space 
was used for a large display of the firm's 


Precis Passed 
to Depts. Nos.. 


precis sheet enables all departments concerned with an in-coming letter to act upon 
It is described fully in the article on page 23 
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name. . This was eliminated and the 
size of all. forms correspondingly re- 
duced. On this one item alone £200 
a vear in stationery costs was saved. 


This New Premium is 
Getting Results 


@ Every additional swimmer is a new 
‘prospect for bathing suits. On the 
other hand, many people who cannot 
swim refrain from buying swimming 
suits. A New York sporting goods 
store has solved the problem by offering 
ets for six free swimming lessons at 
sublic baths to every purchaser of 

hing suits. The offer has had an 
enthusiastic response according to the 








Window Displays which Form 
Their Own Packing Case 

QA well-known display firm recently 
made up a series of window sets for a 











e have come a 


client. The sets are made up in the 
form of self-contained packing-case 
units which constitute a new idea in 
travelling displays. 


When the displays are closed they look 
like ordinary packing cases, and travel 
by rail at a cost of a few shillings per 
unit, and when open the two halves of 
the lid form the wings of the display, 
and the pelmet, which is packed inside, 
is placed at the top of the box to add 
additional dignity to the display scheme. 


These boxes are fitted with straps 
and buckles to facilitate packing and 
despatch. 


Something New in Direct 


Mail Circulars 


@A new form of circular promises to 
win attention by its novelty. A 
manufacturer, whose goods are designed 
principally for the nursery, instead of 
sending out conventional mail-order 









circulars has devised a simple picture 
puzzle, This is well printed, in cotours 
and carries no obvious ictierpress 





It is what il seems fo be: 
When the pieces are et 
pieced together, a pictire, 
straightforward message, resu 














New Containers Raise Sale 
400 per cent. : 
@A manufacturer of polish 
his bulk sales E 
quality, but that his 
sizes were not show) 











simpler and in 
Prices were sligh 
into line with th 
customers 

Sales increased goo per 








ight separate € 


A few dags ago | heard 

of a business head who 

discharged every member 
1s of his sales force because 
he felt they were not 
sufficiently familiar with 
the merchandise they 
were attempting to sell. However, this 
man was not as brutal as one would at 
first assume, for he promised to 
re-employ every one of these salesmen 
after three days—provided they acquired, 
in that time, thorough knowledge of the 
product, and were able to pass a stiff 
examination to prove it. Most of the 
men were re-engaged—and it is hardly 
necessary to add that they are better men 
for their three days of unemployment 


He Dis- 


charged Hi 
Sales Force 


A large city in the United 
States is putting a pig 
and a cow in the 
in the municipal zoo. It is said 
Zso that in this city there are 

many children who have 

never seen a real live pig 
or a cow. There are, indeed, many of 
the younger generation in every city who 
have never seen many of the things that 
our generation takes for granted that 
everybody has seen. 


A Cow 


Taking things for granted is losing 
sales for many business men. Perhaps 
at this very moment there are several 
thousands, even millions, of people who 
are prospects for your whatever-it-is-you- 
sell but who do not buy because you are 
taking for granted that they know those 
plain, obvious facts and features of 
your product which you should be 
hammering in your advertising and 
selling campaigns, whereas the fact is 
they do not. They may be familiar with 
the giraffes and kangaroos of your 
product, but not with the pig and cows! 


7 “To enjoy books,” 
A Sense writes Corra Harris, 
‘* one must not only have 

of leisure, but a sense of 
Lei leisure. The mind must 
sure be elastic and cordial, not 
gnarled and bowed by too 

many opinions and prejudices to 
defend.™ Like many profound state- 
ments, this can be applied to many more 
fields ethan was originally intended. 
Thats “‘ sense of leisure "’ is just what 
one needs to enjoy conversation, plays, 
travel—and business. 


On a bus one morning | 
sat behind a man who 
was reading a little book. 
Apparently he was en- 
tering the insurance 
business, for his book 
bore the title, ‘* Field 
Notes and Pointers for Beginners.” | 
caught the title of one of the chapters: 
“ Believe in Life Insurance.” I started 
to smile over the banality of this Book, 
and then I caught myself. ‘* No,”’ said 
I, “that is not banal; that is good. 
Here is an earnest young man seeking 
help in his new calling and his employ- 
ers are starting him off on the right 
foot. They might ‘have started him 


On Starting 
at the 
Beginning 
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off with some of the methods of 
insurance canvassing, but deep-seated 
belief in the merits of what one is selling 
often makes sales where all the 
technique and sophistication in the world 
would fail.” Starting at the very 
beginning is always good pedagogy, 


whether in school or in business. 


Into the record of the 
| | movement for Truth in 
Millions Advertising should be 
of written this paragraph 
from a large mail-order 
MPFessiONS firm's instructions to its 
catalogue staff: ‘* Always 
keep in the foreground of your thoughts 
that what you write is going to be 
printed several million times, and dis- 
tributed into as many million homes and 
that it costs no more to print truthful, 
accurate, complete 
descriptions than it does to print 
confusing, half-hearted, customer-losing 
ones.” 


A. B. Farquhar relates 
that when the engineers 
who laid out the railway 
which was to run from 
St. Petersburg to Moscow 
submitted their plan to 
the Czar (it was in the 
days of the old Monarchy), he looked at 
the map they had drawn of the proposed 
route and frowned. 


Diagonal 
Bridges 


sales-making 


They had, of course, taken the line of 
least resistance, following the natural 
contours of the country and doing as 
little bridging as possible. This did not 
appeal to the autocratic monarch. With 
a ruler he drew a straight line from 
St. Petersburg to Moscow and told the 
engineers that this was the line the new 
railroad should follow. 


One did not argue with the Czar of 


the Russians; it was bad for one’s 


health. So at a frightful cost the St. 
Petersburg-Moscow railway was built in 
a straight line—so straight that in some 
cases bridges had actually to be built 
diagonally across rivers! 


And so it is with many problems im 
business. It is so easy to make & 
decision, and begin at once in a straight 
line, forgetting the contour of the land 
and the direction of the rivers to be 
crossed. It may seem the longer way 
round to survey the field first, marshall 
all the factors, and make careful 
preparation for each step before under- 
taking a given problem. But actually 
it is usually the shortest way to profits. 


‘* A jest’s prosperity lies 
in the ear of him that 
hears it," said Shakes- 
peare. Likewise, an 
advertisement’s ‘* pros- 
perity ’’ lies in the mind 
of the reader. That is 
why it is so important that we keep our 
claims well within the bounds of 
believability, for only those facts and 
statements that are so convincing as to 
be accepted by the reader's mind add to 
the ‘* prosperity ” of the message. 


Prosperity 
of the 
Message 


I once listened to an actor 
rehearse the lines of his 
“ big scene.™ As the 
lines came tumbling from 
his lips I could not help 
smiling. It all sounded 
so melodramatic. The 
actor smiled too, a bit ruefully. “F 
know,”’ he said, “it sounds pretty 
sloppy. Well, I hope the audience 
won't laugh. If they do, good-night to 
the scene! ” 


The following night I saw the play 
open. The audience did not laugh. 
They wept. I found myself swallowing 
hard. This was no actor speaking his 
part. It was a man strained to the 
breaking point. The glib words of the 
night before now seemed to well up from 
the very depths of his heart. Yet I was 
listening to the same lines, spoken by 
the same man, but now they were 
imbued with the spirit of the play. 


Surely, play-acting is not the only 
profession where it is necessary to catch 
the spirit of the thing to put it over. In 
business every organisation has its 
message of service to ‘ get over ” to 
the public. Every worker, from the 
chief down to the office boy, is respon- 
sible for “* putting over ’’ that message. 
Each must play his “‘ part '’ and be so 
thoroughly imbued with the spirit of it 
that the public will actually feel it in 
every contact with the business. 


The 
Spirit of 
Play 
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INFORMATION POOLS would 
Safeguard Hire Purchase Trading 


by F. A. SAXELBY, M.I.MECH.E. 


Director : 


his subject has 
aroused more dis- 
cussion in business 


and legal circles than 


probably any other 
relating to the retailing 
of goods. It is a 


system which has come to stay, 
and the line retailers must take. is to 
use every effort co educate customers 
taking advantage of it to use the 
system wisely and without the abuse 
which, unfortunately, the system is 
open to. 


There are, of course, several 
systems in use. In addition to hire 
purchase, there are deferred pay- 
ment, clothing club checks, private 
clubs, credit drapers and money 
clubs. With all these methods, any 
and all household goods can be bought, 
and it is principally to household 
goods that I refer in this article. 


In hire purchase a special agree- 
ment is usually signed and stamped, 
chiefly to make it look important. 
This sets out that the article belongs 
to the trader until the last payment 
is made. It also states the amount 
of deposit and the weekly or monthly 
amount of hire. 


‘ It is quite legal for hire purchase 
to be arranged verbally, without any 
written agreement, and many small 
hire purchase transactions between 
shopkeepers and regular customers 
are arranged in this way. 

Verbal hire purchase contracts are 
recognised by the Courts, provided 
their existence and conditions can 
be sufficiently established by evi- 
dence, and the instalments do not 
run longer than one year, and the 
amount of the contract is not more 
than £10. 


Under deferred payments, a more 
simple form of agreement is used, 
setting out the deposit and amount 
of the instalment, and usually a pro- 
viso that if the instalments become 
in arrear, the balance owing on ehe 
goods is payable forthwith. 


The goods become the buyer’s 
property immediately he takes pos- 
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By this method of relieving the good payers of 
the burden of the bad payers, hire purchase 
could be both stabilised and cheapened 


session or pays his deposit. That is 
where it differs from hire purchase. 

The clothing club check, originally 
started for the purchase of wearing 
apparel, has now extended to include 
many other goods required in the 
house. 


A householder purchases a cheque 
for any amount in multiples of £1 
for which he agrees to pay 21s. per 
sovereign, and repay the whole 
amount in twenty weeks at the rate 
of ls. per week. If he wished to 
buy an article for £5 he would take 
out a cheque for £5 and pay as a 
first instalment the 5s. poundage and 
the first 5s. instalment and agree to 
pay 5s. per week for a further 19 
weeks. Immediately he receives his 
cheque: that is, during the first 
week he can buy goods up to the 
amount of the cheque at any of the 
list of suppliers who have agreed to 
honour these cheques for the issuing 
company. 


Why the Clothing Club method 
cannot be extended 


One might ask why the clothing 
club cheque business is not more 
popular. The answer is this: the 
club company asks for two months’ 
credit and a discount of 174 per cent. 
from traders honouring the cheques. 
This margin, plus the poundage of 
5 per cent., makes 224 per cent. 
gross profit for the club company, 
out of which 74 per cent. is paid to 
the collectors, who also get 5 per 
cent. for new business. 


The 174 per cent. discount which 
the trader has to give against these 
checks prevents the system being 
used for many other lines than the 
soft goods or allied trades, as the 
margin on such articles as bicycles, 
prams, mangles, etc., cannot allow 
174 per cent. out of the gross profits, 


Saxess Stores, Coventry 


which are often fixed 
by the published prices 
of .the manufacturer. 
There is also another 
reason. For higher- 
priced goods the buyer 
cannot pay sufficient 
each week in order to clear the 
account in 20 weeks. 

A private club is usually formed by 
a private person on similar lines to 
the clothing club. He obtains 20 
members amongst his friends and 
each agrees to pay ls. per week. 
Each week, it is balloted for, or 
agreed between them, as to which 
member is to receive the article value 
£1, which can only be obtained from 
the trader for whom the organiser is 
working. 

Any household article, wearing 
apparel, jewellery and omaments can 
be purchased under this scheme. 
The organiser of the club receives 
30s. in goods or cash at the end of 
the twenty weeks for every 1s. club 
formed, that is, the organiser col- 
lects a total of £20 for the trader and 
earns a commission of 30s. for him- 
self. In this case it will be seen that 
these traders receive cash before they 
part with the goods, and the first 
member receives £1 worth of goods 
after a payment of ls. by being 
fortunate in the ballot, but the last 
member pays the whole of his £1 
before getting the goods. * | 


This is a combination of instalment 
buying and a lottery, but enormous 
businesses have been built up by such 
means, and because dealers usually 
work this business from a warehouse 
carrying small overhead charges, and 
also get their cash in advance, some 
very good bargains are obtained by 
the members. Co-operative Societies 
are now using this club business. 


Finance Clubs usually loan up to 
£50, repayable in 3 years, to persons 
who can provide 3 suitable guaran- 
tors. Itis cheaper for a young couple 
to buy furniture this way—that is, for 
cash by the money theyeborrow—than 
to buy it on hire purchase terms 
because the aecommodation for the 


cash loan—being definitely secured 
by 3 guarantors,eis only about 74 per 
cent. per annum. 


The firms who now style them- 
selves credit drapers were originally 
the ‘‘ packmen ” of old, who carried 
their wares on their backs, calling 
from house to house, selling princi- 
pally articles of apparel for one or 
two shillings a week. 


There are some flourishing credit 
drapers to-day who have valuable 
rounds, though to look at some of 
their clients’ accounts and the amount 
they pay per week would astound 
ordinary traders. 


Now as to a few of the advantages 
of instalment buying to the user. Its 
extra cost need not be much higher 
than the bank rate. In the case of 
the clothing club check business, 5 
per cent. only is charged for -accom- 
modation; and, when giving credit 
up to six months for articles under 
£10 in value, nothing higher need be 
charged. For a year’s credit 10 per 
cent. accommodation is at present 
necessary for household appliances. 


On motor-cars sold on hire pur- 
chase the accommodation charged is 
only 5 per cent. to 74 per 
cent. on the balance after 
the deposit is paid for a 
year’s transaction, but here 
we have relatively short 
credit aHowed to people of 
fairly good standing. 


Another advantage, people 
who are in receipt of a 
salary, provided they do not 
overdo it, can allot a sum 
each week against such 
purchases, without disturb- 
ing any of their savings or 
investments. If users of this 
system were to fix a limit to 
the amount they could spare 
each week, and not exceed 
it, it would be to the 
advantage of themselves, the 
trader,and the community. 


The trader, however, runs 
the risk of many troubles. 
df an arrangement has been 
arrived at for the account to 
be cleared in six months, it 
is safe to assume that it will not be 
cleared until seven or eight months 
and, in the case of a year’s contract, 
under 15 months. This is due to 
holidays, when payments are often 
missed, and the following week on 
account of it being a short pay week. 
Then there are the recurring perfods 
of no work and the inevitable 
illnesses from time to time. 


What is the percentage of bad 
debts? This depends on the system 
of collection and on thé persistence of 
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of 20 cents. 


the trader. With carelessness debts 
could easily average 10 per cent. in 
household goods, but in such goods 
as motor-cars, the finance houses 
backing these sales have published 
the fact many times that their 
bad debts are only a fraction of 1 per 
cent. For necessities such as house- 
hold appliances the average can be 
taken round about 5 per cent., in- 
creasing te 20 per cenz. when the 
articles are finery or luxuries (fre- 
quently sold to the labouring classes). 


What is the proportion of bad 
debts ? 


If credit be given to all and sundry 
and no enquiries made, which some 
furniture houses imply in their 
advertisements, as well as 4 years’ 
credit, their bad debts must be at 
least 15 per cent. to 20 per cent., but 
this is well covered in their large 
margin of profits. I čo, however, 
wish to point out, there are furniture 
houses who are not extortionate in 
their charges. 


The following figures of percent- 
age of bad debts taken from an 
American journal for the last 6 years 


Will WooLworrTHs 
Rise to FV- Limit? 


A few months ago Woolworths in the 
United States made a move to abandon 
the old “nothing over ten cents” by 
making a test at one hundred of their 
branches with goods up to a price limit 
We now hear that the 
experiment has been most successful. 
The British Company, however, has not 
yet reached any decision regarding the 
possibility of selling through branches 
in this country goods up to the shilling 
price limit. Independent retailers and 
manufacturers 
awaiting a decision. 


are both 


are interesting: 6.6; 8.8; 7.7; 7.1; 
4.3 and 7.6 per cent. 


Personally, I consider the most 
urgent need in this business is to 
educate the class to which this system 
most appeals. The first step towards 
this is the pooling of particulars of 
bad debts by each tracler in the 
district. Last year an attempt was 
made to create a National Register 
for all hire purchases. It has not 
progressed very far, but it is a step in 
the right direction. When it is 


anxiously 


carried into effect, every trader all 
over the country will send particulars 
to the clearing house in London, . 
giving the name and amount of the 
hire purchase effected, and the period 
over which it is covered so that those 
in charge of the records can advise all 
traders interested. I think a national 
scheme is unnecessary. I favour a 
local scheme which would have to be 
carried out by some neutral body, and 
J think it is worth consideration by 
the newly-formed junior Chamber of 
Commerce. 


The biggest risk run to-day is the 
customer who constantly changes his 
address. Though the law confirms 
that the goods belong to the trader 
until the last instalment is paid, it 
does not consider that the customer 
has stolen the goods if he takes them 
away without leaving the new address. 


As I said before, all goods paid by 
instalments are not sold on hire 
purchase. Some are sold on deferred 
terms, and tn case of default of pay- 
ment or change of address, the 
methods of recovery are different. If 
a person cannot keep up his pay- 
ments under hire purchase, the goods 
can be returned or fetched 
back and all payments made 
are forfeited as they are held 
to be in payment of hire only. 
Most firms, however, seldom 
take this arbitrary attitude 
but allow credit for the 
article returned somewhere 
near its market value. 


In the case of deferred 
payments, when the cus- 
tomers default, the only 
remedy is to get them to 
return the goods voluntarily 
or for the trader to sue for 
the whole of the balance still 
owing. This latter course 
results very often in obtain- 
ing through the Courts a 
less amount per week than 
was arranged in the original 
agreement. 

The sympathy of the 
judges is always with the 
debtors. It hardly pays to 
sue for instalment debts, and 
the sooner a list is made of 
that class of customer who need such 
methods to make them pay the better 
it will be for traders, and the honest 
customers who do pay. 

If traders did pool their information 
so as to prevent the good payers 
paying for the bad payers, the extra 
amount of cover necessary for these 
transactions need not be much more 
than 5 per cent. over the cash price, 
fqgr household appliances and necessi- 
ties, and provided, of course, the 
credit is restricted to one year. 
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Gummed d Tape 


Don’t leave the sealing of your parcels 
to anyone—to do as they like! See that 
it’s properly done, securely done; see 
that the parcel looks neat and will arrive 
at its destination in the same condition. 
Do these things and save time and 
money by using 





SAMUEL JONES’ BUTTERFLY 
BRAND GUMMED TAPE 
AND SEALING MACHINES, 


See the Buite rfiy 
on every col’ 


Send for the Gummed Tape 
Book—it will interest you. 


SAMUEL JONES & CO. LID. 


BRIDEWELL PLACE, LONDON, E.C 4 
Telephone: City 9407. 











Increased Efficiency 


“tyny 


SELDRYX ” Equipment ts ayari- 


able for every known phase 
of recordpig— 

BUDGETING PERSONAL 
STOCK CONTRACTS 
COSTING SHIPPING 
INSURANCE PURCHASES 


MACHINERY PRODUCTION 





NCREASE the effia- 

ency of your Orgam- 

saton and reduce 
expenses by instilling a 
“SELDE” Viole Re- 
cording System 
Among the nimerous 
“ SELDEI” Systems 1s 
one ideally sutted to your 
particular nceds — the 
cheapest and the most 
effecuve of ms hind, 


unfailingly accurate, and BRITISH 
"TRROUGHOUT 
Every “Sgrpsx” System haz beca proved 
practical under actual working conditions 
by the most successful business blouses in 
the country, 


Write for complete dlustrared dits of the 


tone and-money~saving 





LD€ 


Visible Recording Systems 


INFALLIBLE CARD SELECTING CO. 


LTD. 


Halford Buildings, 249 Corporation Sireet, BIRMIWEHATA 
Phone : Aston Cross 0627. 


London Office : 28, Warner Street, Mount Pleasant, £.C.1 
Phone + Clerkancoeli ae 








MARSHALL LAW’ 


PROCLAIMED 





gare 
Tra e T en 


iT SHALL NOT PASS 


sys MARSHALL ENGRAVING C° 


Marshall Law means an unequalled service by practical 

and efficient contact men and craftsmen. It means also 

that you are relieved of all attendant worries ; we accepting 

the responsibility of producing the perfect block to your 
satisfaction and to time. 


UP TO THE MINUTE -~ DAY & Nikei | 


Oe nn aaa 
MARSHALL ENGRAVING CO.LTD. 12-14. FARRINGDON AVE.EC4 











FOR AUGUST, 1932 
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E With the aid 

— r of a Metro- 
aa 

£150 Postal Training the 


stairs on the pyramid of business 
achievement are easily and 
quickly ascended by any young 
man or woman ofaverage ability. 
Resolve to eqmp ghee acy for a bige 


and a much higher Let 
he Metropolitan College help , for 
it has been proved, again again, 







Also up-to-date 
CIVIL SERVICE 
Guide 32pp Send 









Te STEPS AF 


300 A TIME TO 





SUCCESS 


FREE TO AMBITIOUS *MEN 
epee “ Guide to Careers,” published 
by the Metropolitan Colleges, St. 
Albans, has already stimulated in many 
thousands the desire for and alded them 
to secure bigger and more remiumerativyg 
tions in the Business World 
NFORMATION ESSENTIAL to SUGBESE 
This ‘* Guide" is no mere booklet but a 
well-produced and carefully cditod illustmied 
volume of 136 large pages It notonlyrevenis 
the alluring prospects for tramed mon m 
Seeretaryatup., Accountancy, Law ant 
mmerce, but it shows just how jou can 
become an outstanding success in a wide 
choice of careers. Post Coupon nov 


OUPON — Post Now! 


Please send mea copy of tho Metropolitan 
College 1St-papa “GU DE CO CAREERS 
in Secretaryship, Accountancy, ttes ta 
Erap without chargo or obligation 


NAME 
{Ip Capitals) 














ADDRESS 





Bruseincas 
August, 1932 


Dept. G9 


METROPOLITAN COLLEGE «fist. 





ECONOMY -~+ 
EFFICIENCY = 


“AGABLOTTA” 


PATENT 


THE ONLY AUTOMATIC BLOTTER 


Sectional diagram o. the “ AGABLOTTA.” 
A YEAR’S SUPPLY OF 
BLOTTING PAPER IN 


A SINGLE ROLL 
This unique invention, which will last 
a lifetime, is artistically designed and 
is indispensable to every pen user. 
The saving 1n blotting paper and time 
will repay the initial cost within a few 
months. It can be supplied, with or 
without the donors’ advertisement, im 
Bakelite Metal and leather-covered 
finishes, 
This ALL-BRITISH novelty, which 
has already been adopted by 
Royalty and many leading 
business and professional men, 
makes the Ideal Gitt, 
White for illustrated catalogue, sample 
or quotation to: 


A. G. STANDARD COMPANY, Ltd, 
Standard Works, Spencer Street, London, E C 1 





A BIG POINT 
in all business 
ix goodwill = 
give Altura 
pens © 
inscribed 


with YOUR NAME 
a permanent advertisement 


ALTURA 


Writefor samples from leadmg Novelty Houses or The 
Altura Peng Pe ucl Co ,Ltd.,317, High Holborn, W.C] 








The Advertising Gifts Customers appreciate 
HARPERS ADVERTISING 
1933 STOTTER DIARIES 





D. HARPER & Co., Ltd., 


Leading Advertising Gift Manufacturers nnee 1875 


258-262., HOLLOWAY L LONDON, N.7 
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CHRISTMAS 


Which Pull 


NOVELTIES 
Business 


by L. E. TEWSON 


that novelty Christmas gifts are 

to a fast increasing extent being 
included in the sales promotion 
schemes of advertisers. 


Three years ago a survey of a 
representative group of both large 
and small advertisers showed that 
16 per cent. used novelty gifts at 
Christmas. Last year a similar 
survey revealed that the number had 
grown to 25 per cent. From this 
there is one conclusion that can be 
drawn, and one only: the idea 
proves profitable. No firm engages 
in the trouble and expense, small 
though both may be, involved in 
choosing and buying Christmas 
novelties merely for philanthropy. 
Trading conditions to-day make this 
quite impossible. Bigger profits, 
increased goodwill, these are the only 
considerations which weigh. 


At one time, of course, a box of 
cigars from an advertiser to one or 
two buyers who were his intimate 
friends represented the extent of the 
Christmas gift idea. To-day it is on 
a far different scale. There are many 
highly-specialised manufacturers and 
distributors who offer the most 
cunningly devised gifts, notable for 
their novelty, their usefulness and 
often both. Moreover, the selection 
of gifts for Christmas novelty distri- 
bution is a matter to which adver- 
tisers who use them pay serious 
attention. A lot of constructive 
thought has to go into the choosing 
of gifts which will be both suitable 
to the recipients and effective in 
enhancing the goodwill of the sender. 
It is in this that the specialist manu- 
facturers of novelties give valuable 
assistance. 


Which Kind of Novelty 
Can You Use? 


I have just been looking at some of 
the things offered by one or two well- 
known firms for the coming season. 


Generally speaking, these novelty 
gifts can be divided into three classes. 


l. The throw-away type costing 
very little indeed, perhaps as 
low as the fraction of a penny 
each and which are distributed 
by the ten-thousand. 


2. The personal gift, i.e., articles 
for the buyer’s personal use; 
wallets, diaries, cigarette 


ES exists very tangible proof 


cases, fountain pens, propelling 
pencils, etc. 


3. The general gift type; novelty 
articles for the buyer to use in 
his office or in his home. In 
this category come telephone 
pads, calendars, blotters, 
special articles made up to 
firm’s own designs to contain 
clocks, thermometers, tele- 
phone memos, etc. 


Properly thought out and devised, 
an advertiser can, at low cost, keep a 
reminder constantly before the eyes 
of his customer. 


Here are Some of 
The Latest 


In the first group there are 
innumerable ideas. One manufac- 
turer showed me puzzles of all kinds, 
amusing novelties for both children 
and adults. One particular novelty 
struck me as being very clever. 
Inside a folder was a dise bearing a 
long list of general knowledge 
questions. To get the answers to 
any one of them it was only necessary 
to turn the disc until the question was 
opposite a certain mark. Upon 
closing the folder a pointer on 
the front cover then automatically 
indicated the correct answer. ‘There 
Was no apparent connection between 
the pointer outside and the questions 
inside. It was a most intriguing 
novelty. 

In the second group are included 
such things as golf tee cases, match 
box holders, season ticket cases, 
wallets, cigarette cases, propelling 
pencils, pocket knives, pocket diaries, 
and soon. All these are produced in 
many kinds of designs and can be 
lettered or engraved to suit the 
advertiser. 


In group three a much wider range 
of novelty is possible, as not only are 
there a host of standard articles to 
choose from, but advertisers can have 
their own original ideas made up. 
For example, one firm of conveyor 
manufacturers had tall desk lighters 
made; the stems (about a foot high) 
were made of chromium-plated steel 
as spiral chutes in miniature. This 
was not a particularly cheap novelty, 
but it was a most effective advertise- 
ment, as a thing of that kind could be 
absolutely guaranteed a place on the 
recipient’s desk (Continued on page 35) 


BUSINESS 


Fanfold 
CONTINUOUS 
STATIONERY 


With FANFOLD Con- 
tinuous Stationery you do 
in one typing whatother- 
wise might take three to 
ten times as long. 
FANFOLD is the fastest 
system of typing from two 
to twelve or more office 
or works forms in one 
operation. 

FANFOLD does away with the continually repeated 

sae at operations which occupy about one- 

third of the time of the typist using loose forms. 


Follow the lead of other users—to name but three 
GENERAL ELECTRIC CO., LTD., QUAKER 
OATS LTD., THE BUFF BOOK LTD. 


White for further particulars 
specimen of your present form to 


anfol, 


North Circular Rd. London N.W.2 
Telephone - Gladstone s477 


The BEST way 
to save money is 
to stop waste 





For Continuous and Effective Advertising 


SYSTEM 
DESK CALENDARS 


—because ‘ System ” Desk Calendarg, 
with your business announcement, printed 
prominently, but unobtrusively, on each 
Daily Sheet, will keep your goods or 
service before the notice of customers or 
prospective customers every hour of every 
working day throughout the whole year. 
Being of exceptional utility, they are 
assured of preservation and regular use, 
and as they command more frequent 
reference than any other article of desk 
equipment they constitute the best form 
of continuous publicity at a minimum cost. 


To SHAW Publishing Co., Ltd, mept: 
B.A.32), 6, Carmelite St., London, E-G.4,. 


Without incurring any obligation I would like 

to bave your quotation for. .. Serta eae 

coupon opposite System Desk Calendars for 

and you will receive i advertising purposes 

a quotation that 

will be agreeably 
surprising. 








Without Obligation 
Fill in and Post the 


Sate. 
Address; —--..-.- Me ccuces noah REI ttle aa kt sates clea ticle = 


2 acta . B.A.32 


æ » ~” Cad 
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Take Stock 


of your stock recording methods. With British Bizada 
Visible Equipment postings wui be made in half the 
time occupied by obsolete loose-leaf and ‘ blind” 
card index methods, and items which are short-stocked 
will be shown visibly by coloured mdicators. Stock 
represents service to the consumer. Let your service 
be the best possible. Bizada will help. That is why 
the largest British Motor firms use Bizada exclusively 
in their Service Parts Departments. 


Write to-day for particulars, there 
is no obligation—obviously 


CARTER*PARRAPE Eic 
16 VICTORIA STREET, LONDON, 5. WW. 
‘Phone: Victoria 1045-1046 Works : WICKFORD, ESSEX 


a 
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Book Early 
for September 


If you want to make an early start at the beginning 
of the active business season, place your announce- 
ment in the September issue of “ BUSINESS.” 


Our Annual 
Special Number >. 


Buying has been restricted for some time past, 
business firms are getting short of supplies, equip- 
ment and services. Those who go after business 
where business Is to be had, will get the new 
business that ts going in September 


The September Special Number wil! be on sale 
at the Business Efficiency Exhibition, Manchester. 
September 12th to 17th. 


Let us submit a concrete proposal for increasing youn 


September turnove? 


Advertisement Manager 


BUSINESS tonnon* 2°" Ee. 





FUNDS 


£0,000,000 


THE SWAN PRESS 


SPECIALISE 
CATALOGUES 


AND BOOKLETS 
OF EVERY DESCRIPTION 


. 





WE 
CAN SUPPLY YOU WITH THE 
COMPLETE JOB FROM COPY, 
ILLUSTRATIONS AND BLOCKS 
7 TO THE FINISHED PRODUCT 


LET US QUOTE YOU 
FOR YOUR NEXT ENQUIRY 








LIMITED 
27, THE DRAPERY . 
NORTHAMPTON 
‘Phone 461 
mee Address: 


29 King William Street, E.C.4 
"Phone: Mansion House 74 
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EXECUTIVE 
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Life Policies 


can SAFEGUARD BUSINESS 


by ANGUS BUNTING 


hough nearly every thinking 
l business man carries a life insur- 
ance policy which will protect 
his family in the case of his death, 
remarkably few men take similar 
precautions in respect of their own 
businesses. Yet these are men, 
executives, occupying positions of 
trust and responsibility and on whose 
shoulders falls the success or failure 
of the undertaking. Men who give 
their whole thought and life to the 
concern and who, if they were to 
suddenly become incapacitated or die, 
would leave a very big blank in the 
organisation. 


Unfortunately, it so often happens 
that such regrettable mishaps occur 
at the time when the business is 
heavily involved financially or has 
large contracts in hand or negotia- 
tion. . 


This ts a matter which is of equally 
great importance to the smaller but 
growing business as it is to the really 
large concern. 

I came across an instance only 
recently. 


i 


In my opinion “ insurance for the 
benefit of the undertaking ” is very 
often indispensable and .should be 
seriously considered by all director- 
ates. The business should pay the 
premium, and should insure its chief 
executives for such sum as is con- 
sidered the amount necessary to cover 
the “ blank.’’ If a business is known 
to depend upon certain experts or 
executives, consider the position of 
your bankers should such an expert 
die when you were leaning heavily on 
the bank. If, on the other hand, the 
business benefited to the extent of 
£10,000 or £20,000 under its policy, 
it would relieve any financial strain, 
would give confidence and would 
provide the necessary funds for 
replacement. 


l often wonder why so many 
business men ignore this protective 
measure when the issues concerned 
are so vital. There must be reasons 
for this frame of mind among men 
who have proved their worth as 
executives and thinkers and yet, 
though their thoughts fly to protec- 


tion of family, fail to take the same 
precautions tn their business. I have 
come to the conclusion it is not that 
they have entirely overlooked the 


matter, but when it has passed 
through their minds they have- 
thought roughly as follows: “I 


simply could not pay premiums from 
my own pocket to insure for the bene- 
fit of the business. I am loath to 
suggest such a scheme to my 
directors as it would be an 
additional overhead and give the 
impression that I consider myself 
indispensable.” 


How a Valuable Reserve Fund 
Was Started 


Within the last few months the 
wisdom of this step was proved by 
tbe British Lion Film Co., who had 
insured the life of its chairman, 
the late Mr. Edgar Wallace, for 
£10,000. The money has been used 
to start a general reserve fund for the 
company. 


It is sometimes difficult for the 
executive to take the initiative in 
placing such proposals before his 
directors and | think a great deal 
more should be done by insurance 
companies themselves in bringing the 
matter before both shareholders and 
directors. There can surely be little 
to say against the wisdom of such 
protection of the business. 


When the Partner Died 
Business Stagnated 


A friend of mine was regretting the 
sudden death of his partner. Apart 
altogether from the sentimental side 
of it, the matter affected him very 
seriously. My friend’s business was 
a speciality selling concern. His late 
partner had for years conducted the 
purely selling side, while my friend 
had attended to the internal organisa- 
tion. The business had been built up 
to a fairly profitable standing, but 
what neither of them had fully 
realised was that the  partner’s 
connection among customers had been 
purely personal. Now, when the 
personal element was suddenly 
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partner who: ee his pe asde 
out there would not have been much 
difficulty, But this was quite 
impossible. Even if he had had time 
in which to find a good man and train 
him, all would have been well. But 
he was in the position where he had 
not sufficient liquid capital left to 
= keep going on a much decreased 
— — turnover. The result was he had to 
| sacrifice his business to a competitive 
house over which he had no control. 
| And this after years of hard work. 


oR Cash Payment Would Have 
3 ə Filled the Gap 


=- oL explained to my friend that if 
-he had carried life insurance policies 
on the two proprietors, payable to the 
_ company, he. would have been com- 

d.-for. the death of his 
by sufficient cash to permit 
carry on. Suppose his 
artner had been insured for £3,000, 
his payment could have been put into 
he. business. It was liquid capital, 
he Tt would have enabled him to 
ie of. two things: he could have 
fforded to engage a very good man 
‘at a good price, even to the extent of 
taking one away from a competitor ; 
or he would have had enough money 
scarry him along on a reduced 
u lover while he found and trained 
new man. - 





























Thati is only one instance of where 
ecutive’s life insurance would have 
‘a business. But things like 
hat happen every day. Even in big 
organisations the death of a key 
= executive often precipitates some- 
thing of a crisis or, at least, raising 
a difficult problem. 





- Benefit of Insurance in 


; Family ’ Businesses 


| JA ‘those businesses which are 

ae family. ” concerns the executive has 

no. excuse for not giving immediate 
Ps consideration to “ business protec- 
cee ton.’ How often we hear of an 
instance where the father has built 
_ up a business and dies before his son 
is fully qualified to manage the 
> business. and the finance involved. 
_ Before the youngster has time to find 
_ his feet, the shortage of funds and 
doubts: as to his ability have forced 
ree into Haaro The annual | 















must get it back.. .. what's that? 


STANDARD NO TYPE SETTING 


Al Machines ise al Guaranteed 















You have lost an hour to- day in e 
shorthand dictation. Use. the Edipi 

















It’s 4 o’clock. Time to answer your post. 3 
those notes you made? You wrote them 
where. And what did you do with S 
There’s that report too... . of course, 


can’t come down yet, she’s too busy. 
on. Wasting time and money. Let us send 
Ediphone book. It tells you how to avoid 





Edison's New Dictating Machine 


Thos. A. Edison, Lid., Victoria House, Vernon Place, Southanicton 
Row, London, W.C.1 (Tel. : Holbors 9988) : : aise at CPOO Hewes, 
Market Street, Manchester : : ana af 2445, Perper os roet i 
AES Distributors in all leading cities, eo aes oe 
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| DUPLICATOR CONVERS 


Scrap your Old Type Duplicator for a 
NO STENCIL CUTTING 


NO CARBON > MANIFOLDING . 
Price Reduced from £25 0 © to 


£10 10 0 




























' SPARK may send your Works up in 
flames to-morrow... an overheated 
aust pipe may reduce your most 
ble lorry to blackened scrap to-morrow. 
e by the forelock to-day. Equip 
rks and vehicles with VALOR 
NGUISHERS. 
erhaps” about VALOR 
ERS — they act at once, 
fire at the source, effectively 
tle effort. 
andled and understood by any- 
ast for years and keep charges 
i Tilustrated types are only 
tative of our large range. 


aq 
4 
Ed 
x 
aq 
RE 
nye 


x GE HORN 
{eK WR by 


E, 32@—Reversible Pat- TYPE E. 902. 1 quart 


tern. In rh 2 and 3 size DA. Pump, 
gallon capacities. Spec- suitable for use on all 


ially suited for export; Motor vehicles and 


So  eformula for recharging Electrical _ establish- 
os being. shown, thus ments. Kills a petrol 
TEN Derg ings 


fire and no risk of 


sending to 
electrical shock. 


E ce England for recharges. 
Write for List 29/V51, 
roams at Bromjord or London. 
the world, 


or else visit ġ po Shore- 


i Used ail aver 

_ THE VALOR CO. LTD. 
| Valor Works, Bromford 

= - ERDINGTON - - BIRMINGHAM 

=> | London: 120, Victoria Street, 8.W.1 

















Commercial Credits and Accounts Collection, 
by Cuthbert Greig (Pitman, 10s. 6d.). 


This book is not a museum piece. It is a 
practical guide to one of the most important 
features in salesmanship. It is throughout a 
reasoned argument which works step by step, 
from a consideration of credit and credit 
policy right down to the actual examination 
of individual credit assessments. It also deals 
in detail with the collection of overdue 
accounts. The chapter on the Trade Protec- 
tion Movement and the service which it is 
capable of rendering to the commercial 
community is of great general interest, while 
the appendix “ Historical Notes ” probably 
records for the first time the history of the 
co-operation in the exchange of credit experi- 
ence which has existed for the past 130 years 
amongst those who grant credit, 


There is a very obvious need dor 
strengthening that co-operation to-day, and 
the author's Historical Appendix shows how 
the movement for exchanging credit experience 
declined during prosperous years, The whole 
narrative lends force to his plea that the 
commercial community should now get 
together on matters of such compelling 
mutual interest. 


Mr. Greig is no mere theorist. Being 
himself one of the leading credit men in the 
Mutual Trade Protection Movement, he writes 
with knowledge and authority. 


An interesting example of his methods is 
found in the chapter on Hire-purchase. Recent 
American experience has made some of us 
unhappy about the development of that 
expedient; but the author is unquestionably 
right in his view that the Hire-purchase and 
the Instalment Payment Systems (for he 
distinguishes between the two) are detrimental 
only where they are abused, and not necessarily 
in themselves. In order to provide against 
abuse, the author lays down a series of 
sensible provisions as to the scope and 
conditions of these forms of eredit. An 
admirable book for the business man of to-day. 


The Causes of Accidents, Eric Farmer 
(Pitman, 3s. 6d.). 


Published under the auspices of the National 
Institute of Industrial Psychology, this is a 
detailed and interesting discussion of the main 
factors affecting accident rate, including 
“ material? factors (such as the presence or 
absence of guards, ventilation, lighting, 
working hours, etc.), and the “ personal” 
factor of individual proneness to accident. 
A table is given from which it can be deter- 
mined whether accidents. in a particular 


such a way.as to make them not only a record oo 
of accidents, but a means of ascertaining their 
ee. i gees — 

The Dictionary of Typewriting, by H. 
Etheridge (Pitman, in seven weekly parts, 
6d. each). A aaa : 

This is the third edition of the “ dictionary,” ae 
enlarged and revised in the light of recent 
progress made in typewriter construction, — 
application and office practice. ` BUSS 

Every branch of the subject is covered. o 
Information regarding typewriter mechanism 
is prominent throughout its pages, and inthis o 
respect alone the book is unique for theamount 
of instruction it contains. Modern typewriters: 
are dealt with in full; there are adequate hints _ 
on operation and valuable articles on su 
matters as duplicating, commercial correspond. 
ence, display, tabulation, dramatic work, lega 
work, machine maintenance and care, type 
writing examinations, ete. The book is wel 
illustrated, and contains innumerable exi 
of typewritten work. It is am 
handbook of the most practica 


















The Law of the Sale of Goods, ©. G.A 
B.A. (Pitman, 5s.). M 


The law of the sale of goods is of such 
importance to business mèn tha 
language (so far as is possible), and 
same time in far greater detail than is possibl 
in text-books on general commercial law, 
a real necessity. LA ae nd 


uatin 



















This book gives a detailed exposition o 
statute and case law relating to the contract: 
of sale, Problem examination questions are 
given in the appendix, together with some 
valuable hints on the answering of problems. 


The text of the Sale of Goods Act and of th 
Factors Act is included in the appendix. o 


The Central Association of Accountants, 
List of Members, Bye-laws, Syllabus of |” 
Examinations, etc. (Central Association of _ So 
Accountants, 26. 6d.). oe. 

Advertising Media, Harold W. Eley, N 3 
of the Library of Advertising (Butterworth, eS 
7s. 6d.). ee 











Causes and Cures of Unemployment, Sir 
William H. Beveridge, K.C.B. (Longmans, 
Green, 4s. 6d.), > SEES 

Industrial Management, by E. C. Robbins, 
Ph.D., and F. E. Folts, M.B.A. (McGraw — 
Hill, 30s.). | : SAE 


Analysing our Industries, by Cecil Eaton — 





‘ull twelv noaths o or more. 
ould throw away or dispose of 
h a handsome thing. 


“Another firm had little clocks set in 
iniature travelling trunks. The 
trunks were of oxidised metal and 
-< were most realistic, being complete 


o with miniature destination labels of 
steamship and railway companies. 
_ These, too, would be sure of a place 


_on any well-ordered desk or mantel- 
piece. | 

Of the more standardised articles, 
J] saw a wide range of wall and desk 


calendars, the latter beautifully made 


aoe E 


in bronze, nickel plate and chromium 
finishes. Of desk and pocket lighters 
there were many designs. Clothes 
brushes, letter openers, paper 
weights, combined corkscrews and 
ga “cutters in neat leather cases, 
‘in. metal, bakelite and 
e vailable at all prices. 


“year, too, even games have 

cluded, notably yo-yo. I saw 

“these packed in neat cases, 
gold blocked lettering. 


Jo not Cut the Manufacturer’s 


Time Too Fine 


Any advertiser who has not already 
made fixed plans in regard to his 
Christmas novelties for the coming 
eason would be well advised to go 
along and get the advice of one of the 
big firms which specialise in the 
vanufacture of these goods. The 
anges of designs and of prices are so 
ide that some assistance of this kind 
a save many hours of laborious 


It seal be a good plan, too, to go 
w: August is undoubtedly the 

| h in which to settle the Christ- 
ias. nevelty problem. With Septem- 
ber a new and busy season starts, 
Christmas seems a long way off and 


the matter becomes in danger of 


being shelved. In August, however, 
the novelty manufacturer has more to 
«show you, he is better able to discuss 
_ plans for special ideas and a better 
-chance of getting any decisions manu- 
_ factured and through in good time. 
Many advertisers have been let down 
olely because they have left the 
iristmas novelty question until too 
Ranges of choice have become 

a and. the possibilities of manu- 

r special items to time have 
impossible, Utilise 


and arrange Sour ca 
a 124 p per ‘cent. educa 
DS ble return ‘for clerk 


so that they will 


. No 


(Continued fiom page e13) 


thirty ; words, twelve are 
unnecessary. First make the address 
‘Blomberg Greenwichstreet 
Yonkersny.’ Write * Nineteenth 
instead of 19th—ordinal numbers are 
chargeable as doubles. Join * Two 
hundredfifty ’ or alter to 250. Join 


‘ Seventeenpence amounts up to 


eighteenpence are accepted as one 


word in plain language messages. 
Join ‘ CIF,’ ‘FOB?’ and ‘ Fiveper- 
cent.’ 

‘ Of course, the telegraph counter 
clerk is ready to help. His instruc- 
tions are to assist customers and 
always check cables for superfluous 
words which mean excessive expendi- 
ture. It invariably saves time, how- 
ever, and relieves the cable com- 
panies of work, to have your message 
correct before handing it in. 

“ There is also a way of saving 
money on short code messages by 
using the Category ‘ B.’ When the], 
powers-that-be made the rule that 


least three vowels or ‘be es as 
doubles, they took pity on those 
people whose codes did not comply 
with this rule by inventing Category 
‘B’ code telegrams. This means five 
letters to the word, no restrictions as 
regards vowels, three-quarters of the 
charge for European telegrams and 
two-thirds for extra-European, the 
telegram being treated as full-rate. 


totally | 


Reid, once a Junior Clerk 


‘year as Accountant 
was a Book-keeper at 


Company Secretary at 

was a Ledger Clerk 
J00% i 
(rompio, aK 


from Leo: per anne ae 


£490 as Accountant. 


& VER, ure 


J. DC. Mackay, Prinsipal . 


ancy gives spe , 
- i postal training or P 


rial, Banking, In ere. 
ance, Commercial and 
Matriculation Exami- 
nations, and for 
appointments such as G 
pany Secretary, Accou 


Cost Accountant, Of 


Cashier and Chief Clerk. 
youths and ladies, and in- 
arena: education erect #8. 


Thus extra-European telegrams of | 


less than four half-codewords (plus |G 


two words in the address) are 
cheaper if sent Category ‘ B,’ or 
' CDE. >’ For example, this cable : 
‘Peruanglo Lima — Uguckabvre ’ 
would cost 7s. 6d. as written, but 
rewritten as ‘ Peruanglo Lima— 
Uguck Abvre,’ it costs only 6s. 8d. 
Likewise the message ‘ Cotontrade 
Tokio—Slughslilk Shirm ’ would cost 
13s. 9d. (the first textword contains 
only two vowels, so counts as a 
double) if I did not alter it to read 
‘Cotontrade Tokio — Slugh Silk 
Shirm,’ thus reducing the charge to 
9s. 2d. 

“I always make sure that I have 
indicated the rate, route or category |P 
plainly on the form. Counter clerks 
are not mind-readers, and having to 
ring up to Hengulre means cea) to the 
message.” 


It is now twelve onthe since. my 


firm engaged the clerk who also 
oe leprae feet 


cost us £30 A 


8 


cen clear. 17 
Accountancy training á 
after instasice at sted 


ro ber pee 


for training for executive. p 

this book explains how the 

the Principal can be. obtained, T 
be paid by instalments and how 
success. and qualification can. Te- 
guaranteed. Mark your request: ag 


SPECIAL AUTUMN OFFER. | 

particulars of a special Autamn offer + 
students enrolling soon can Gbtain tuti 
considerably reduced fede-——see. special + 
the prospectus. Write for your ox 


are doing | | 





Unbeatable 
photography 








“We might here mention that we 


consider the quality of the photo- 
Nothing like it 
has ever been done for us by any 


graphy unbeatable. 


other firm.” This is an extract from 
a letter to Nickeloid from one of 
Ireland’s leading Department Stores, 
whose photography and block- 
making are consistently entrusted to 
Nickeloid. @ Nickeloid service — 
commercial photography, art work, 
blockmaking, advertisement type- 
setting, electrotyping and stereotyping 
‘is becoming increasingly popular. 
This is proved by the fact that, 
during the last two years of depressed 
trade, the number of new Nickeloid 
customers has constituted a record. 
Get acquainted with Nickeloid. 
Nickeloid Electrotype Company, 
Ltd., Printer Street, London, E.C.4. 


WE SHOULD BE DELIGHTED 
TO SEND YOU SERVICE 
AND SPECIMENS 


DETAILS 


NICKELOID 


ADVERTISING PHOTOGRAPHERS AND 





TYPESETTERS * BLOCKMAKERS 
ELECTROTYPERS e STEREOTYPERS 
a277 
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PROFIT 


By others’ experience. 
NOW READY our latest BUSINESS 
SERIES List of Books by Authors of 
eminence in their respective spheres. 
Post free on receipt of post card. 


SPECIMEN SELECTION :— 


PARTNERSHIP LAW & ACCOUNTS. 
The law relating to Partnerships is carefully 
and clearly lained, while the necessary 
accounts are fully set out and analysed, 


By R. W. Holland, 
O.B.E., M.A., M.SC., LL.D. 6/-* 


ROUTINE OF COMMERCE. 


Che chapters include specimen transactions as 
iar as possible, the correspondence and docu- 
ments incidental thereto being introduced in 
their natural order. 

4/-* 


By Alfred Schofield, B.SC. 
OBTAINING CAPITAL. 


This work shows in explicit detail the only 
rational methods by which small businesses can 
be financed; how to obtain finance for a g 
nvention or business idea, and how to obtain 
finance for the purchase of a business. Indis- 
ensable to all seeking capital. Third edition. 


y G. A. Bush, F.R.ECON.S. 4/6" 
HOW TO CHOOSE YOUR CAREER. 


A complete manual of careers in every sphere 
of professional and commercial activity. 


By W. L. Ivey, M.C., M.S., M.A. 3/6* 
* Postage extra, 



























Efficiency Publishing Co., 
Publishers & Booksellers, 
Efficiency House, 
Lowlands Road, 
Harrow, Middx. 









Can You Afford 


to-day to lose any 
chances of business ? 


The impressions created by 
your letters may turn the 
scale, 


You need something 
better than stationery 
that merely ‘answers 


the purpose’. 


If you will send us one of your present 
letter headings, we will tell you if 
we consider it good and appropriate. 
Let us know how many you order 
and we may be able to save cost 
and improve the quality of work by 
our production methods 


Consult the Specialists 


J. & H. BELL, Ltd. 


Designers & Printers of Letter Headings 
Carlton St., Nottingham 








HOW “ADMINISTRATION ” 
CAN BRACE-UP BUSINESS 
MANAGEMENT 


(Continued from page 9) 


in a sentence, to give both materials 
and actions their proper proportions 
and to adapt the means to the end. 


In any organisation which is well 
co-ordinated, we find the following 
conditions : 


(a) Each department works in 
harmony with the others; the 
Stores knows what to supply and 
when; the Production Department 
knows what it is expected to do; 
the Maintenance Department keeps 
plant and tools in good condition; 
the Financial Department obtains 
the capital; the Security Depart- 
ment sees to the protection of 
goods and persons; every Depart- 
ment sees to the protection of 
goods and persons; every operation 
is carried out with order and 
certainty. 

(b) Within each department, the 
various sections and sub-sections 
are given exact instructions as to 
the part they have to playin the 
common work and how they must 
combine with one another. 


(c) The programme of work for each 
department and section is always 
kept up to date, 


5. Control: The Police Duty 


of an Organisation 


Control 


sees that everything is 
carried 


out according to plans 
adopted, orders which have been 
given, and principles which have 
been laid down. Its object is to 
point out mistakes so that they may 
be rectified and prevented from 
occurring again. 


Control must be applied to 
everything which forms part of the 
undertaking, to men, materials, and 
operations. From the administrative 
point of view, a manager must be 
satisfied that a proper plan exists and 
the staff are carrying it out and 
keeping it up to date, that the human 
organisation is satisfactory and the 
organisation charts in genera] use, 
that command is being exercised in 
accordance with the proper principles, 
that meetings are being held for the 
purpose of co-ordination, etc. From 
the commercial point of view, he must 
be sure that incoming and outgoing 
materials are accurately checked for 
quantity, quality and price, stock- 
takipg properly carried out, delivery 
dates adhered to, etc. From the 
technical point of view, a check must 
be kept on the progress of operations, 
and their results and difficulties, on 


BUSINESS 


the maintenance of the plant and the 
working of men and machines, etc. 
- From the financial point of view, 
control must be exercised over the 
books and the cash department, 
resources and requirements, the use 
of capital, etc. From the point of 
view of security, a manager must be 
satisfied that the means adopted for 
the protection of goods and persons 
are working satisfactorily. Finally, 
from an accounting point of view, he 
must ensure that the necessary 
information comes through quickly, 
and gives a true picture of the position 
of the concern, that the books, 
statistics, and diagrams provide 
sufficient information for an audit, 
and that no useless documents or 
statistics are kept. 


Two Mistakes Which Must 
be Avoided 


For control to be effective it must 
operate within a reasonable time and 
be followed up by rewards or 
penalties. If the conclusions drawn 
from control, however sound they 
may be, come too late to be of use, 
then the operation of control has been 
entirely wasted. Equally, control 
is useless if the conclusions to which 
it leads are wilfully neglected. Good 
administration must avoid these two 
mistakes. 


Another danger to be avoided is 
that of control intruding into the 
sphere of the management and run- 
ning of departments. This produces 
duality of management in its most 
dangerous form. On one side we 
have control which has no executive 
responsibilities and yet can some- 
times do a great deal of harm and, on 
the other, the executive department, 
which has very little defence against 
control if the latter bears it any 
ill-will. We frequently find this 
tendency to encroach, particularly in 
very large businesses, and it can lead 
to most disastrous results. It can 
only be prevented by first of all 
defining the powers of control and 
carefully indicating the limits beyond 
which it may not go, and then 
constantly watching the use which it 
makes of its powers. 


Properly carried out, control is of 
great assistance to management and 
can furnish it with information which 
the ordinary, direct supervision is 
often unable to supply. Good control 
prevents unpleasant surprises which 
might lead to serious trouble. vt 
can be applied to every part of the 
undertaking, and its efficiency 
depends on the management. 


FOR AUGUST, 1932 
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ensures this 









Telephone in Comfort 
B 


27 ins. to ; 

48 ins. 
complete ? 
Z2/~to29/- 
Manufactured by WALTER GRAFTON & SON, LTD. A 

Dept 53, FOOTSCRAY ROAD, ELTHAM, 8.E.9 4 
++ OOO Telephone BEltkam arar (h lines\@-@-0-#-@-+-> 0-0 o~>->< 


The Cheapest Automatic 
Rotary Duplicator 
in the World 


A BOOK 
BARGAIN 


A Course of Study for Office 
Workers was written several 
years ago by— 

Mr. HERBERT N. CASSON. 

It was printed in 12 Text-Books 
and sold for £2 lOs, Od. per set. 


We have now printed this 
Course in a single book called 
"The 100% Office.” 


It isa complete book of instruc- 
tion for anyone who works in an 
office. 


It will prepare an office worker 
to become an Office Manager. 


It will enable an office to reduce 
its costs and it will help an office 
employee to secure promotion. 


And the price is only— 


5 I post FREE. 


Order from— 
THE EFFICIENCY MAGAZINE 
Kent House, 87, Regent Street, 
LONDON, W.1. 











£10.19 DESS 


“SPEEDO” 


SPEEDO allows you to produce 
bra own sales promotion mattel 
quickly and at negligible cost. 
Any office junior can produce clear 
copies at the rate of 5,000 per 
hour. 


Any kind of paper can be used, in 
sizes from postcard to foolscap ; 
the printed sheets being auto- 
matically counted and stacked. 


‘Speedo’ machines are guaranteed 
for four years. Write for descrip- i 
tive booklet and specimens of | 
* Speedo’ work, or telephone for j 
a free demonstration in your own | 
office. 


- 


K. H. MICHAELIS & Co. Leta. 


68, Basinghall Street, London, E.C.2 3 
Telephone: Met. 7013 ° | 


o 








RELIABILITY 


—the vital factor in a time recorder—is a marked feature of the 
Gledhill-Brook, the system chosen by numerous corporations 
and big firms throughout the world. The G.B. gives you 
unfailing accuracy, freedom from trouble, and honest service. 
Cut out waste and ILL overheads due to unpunctuality with 
one of these All-British 


GLEDHILL BRO Time Recorders. 
E DE RDERS [" oa tienes, 


38 EMPIRE WORKS, HUDDERSFIELD 








| Why Worry Over 


OUTSTANDING 
ACCOUNTS ? 


Apply our system and 


handle your own monies, 


One outlay — no further 


payment or commission. 


* GUARANTEE 


Unless 5 times the 
initial outlay is col- 
lected, your subscrip- 
tion is returned in full. 


Y 

Send Post Card for full 
particulars without 
obligation, or call. 


SERVICE GUARANTORS 


(ENGLAND) LTD. 
85, New Oxford Street. 


Talaphone : Temple Bar 8514H, 
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* You will be amazed at the scope 
of artd advantages accruing from 
MASTROM. MASTROM never becomes 
obsolete or out of ate but gradually 
increases in value. 


HOW WE PUT 100% RISE 
INTO OUR SALES CURVE 


(Continued fiom page 12) 


were not plugged out of all pro- 
portion to their possible return. 


Actually these detailed returns 
enabled us to abandon entirely certain 
areas, but they also enabled us to 
raise sales considerably in others 
where before we had been able to sell 
hardly at all. For example, we 
found it extremely hard to sell in 
districts where there was no domestic 
gas supply. But in non-gas areas 
we were able to divide the residents 
into two main groups: (a) the old- 
fashioned purely agricultural where 
cooking was still done by coal fire 
and (b) the modern type of resident 
who used up-to-date oil cookers. We 
found it almost impossible to sell to 
the former, while the latter con- 
stituted a wonderful prospect list as 
our appliance is admirably suited to 
economical cooking by modern oil 
stoves. 


A Salesman Gave Us This 
Idea 


From one of our salesmen in these 
areas we received a suggestion. 
Why not special dealer aids for 
retailers in non-gas areas? Immedi- 
ately we got out a well-designed 
display poster and a series of 
advertisements for local papers. The 
poster was for display in the dealers’ 
shops and the advertisements for 
them to insert in their own local 
papers, we agreeing (as part of our 
improved co-operation) to pay fifty per 
cent. of the costs, as well as provid- 
ing the blocks free of charge. The 
salesmen were instructed to see that 
the posters were well displayed and 
linked up, where possible, with 
window and counter displays. 


The plan went extremely well. 
Indeed, several of the more enter- 
prising dealers went further and 
connected the idea with selling the 
oil stoves themselves, even going to 
the extent of having cooking demon- 
strations (featuring both the stove 
and our cooker) in the shop. 


Oil users became some of our most 
enthusiastic customers, our sales 
areas widened and the intensity of 
business increased. 


One of our chief selling points to 
oil users, apart from the economy 
and convenience offered by the 
product, was that should gas be 


\ 


extended to their houses the cooker 
could be used with the same benefits 
on a gas stove; no alterations at all - 
were needed. This argument was 
necessary as the gas companies all 
over the country are continuously 
increasing their service. 


Except for a few unprofitable areas 
which we dropped altogether, our 
sales increase was steadily kept up 
in every district. We had our records 
of every single dealer, and from the 
figures we could periodically send 
each dealer, individually, a suitably 


worded letter of thanks and still 
further encouragement. I include 
a typical letter here. Whenever 


we did this we sent a copy to the 
salesman concerned so as to let him 
know what was happening. These 
letters, the salesmen found by very 
tactful questioning, were a great 
force in building up our goodwill 
among the dealers. 


This Plan Gave Us a Record 
Month 


Towards the conclusion of the 
twelve months’? trading we had a 
special chart drawn up by the records 
department showing the rise of the 
sales curve to date. This was sent, 
with a special “pep” letter of thanks, 
to every salesman. Included was 
aiso a slip showing to the salesman 
himself his own individual figures, 
but not those of other salesmen. At 
the foot of the letter was a “ P.S.” 
stating “ Make the twelfth month 
a real record; look for Monday 
morning’s post.” 


In the meantime we had prepared 
a composite table showing the 
comparative results of all salesmen 
and the amount of cumulative bonus 
due to date. We also drew up 
another “ pep ” letter congratulating 
the salesman on his work so far and 
throwing the twelfth month open to 
intensive competition for a special 
prize for total firm orders booked 
during the final thirty days. This 
complete letter was posted to every 
salesman’s private address so that he 
would get it on the Monday morning, 
the first day of the competition. 
Right across the back of each 
envelope we had printed, by the 
office duplicating machine, the 
slogan “It Starts To-day.” 


That idea heralded a really record 
month; the completion of the thirty 
days put us fifteen per cent. ahead on 
gross sales over the previous best 
month in the firm’s history, it was 
an excellent rounding off to a year of 
activity and enterprise which raised 
our net profits nearly one hundred 
per cent. 
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IN ROLLS 


Economie in Space 
Ask for Ilustrated List from 


sole owners: 


DRAYTON 


PAPER WORKS LIMITED 
South Park, Fulham, London, S.W.6 


ny h- JOER ING SPAT i iF, a 
\ my Aah. . 








500 to 10, 000 
coplesfromone thin, 
strong, metal foil 


THE 1933 
SUPER-FOILOPRINTER 


with Automatic Inking 


The Self-Inking Double Roller 
eliminates one erage in printing, 
increases speed 50%, makes over- 
inking impossible and produces 
perfect results. No inky mess. 
New unbreakable prong platens, for 
foolscap, quarto and postcard sere. 
New Foi Eraser for easy correction. 
New Foslolettergraph for hand-lerrering 


New rmmproved. printing mks give per- 
manent results. 


New platen support and paper guide. 


The sunplest, most efficient and cheapest 
Dupheator and Printer in the world 


Complete outfit, im metal ae 70/- 
Carriage paid U.K 
Send for sample foil to try. 


FOILOPRINTER LTD. 
3,Grosvenor Gardens, 
London, S.W.1 
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Bend for Lart KELI 
Barker Winder & Achurch, Lid. Fenelng Contractors, 
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HOW DO YOU TREAT THE 
INCOMING MAIL? 


(Continued from page 28) 


of the letter and dish them out 
to the other departments, his 
typing facilities are strictly limited. 


What is the solution? What, 
essentially, is the target to be aimed 
at? Obviously, what is required is 
a system to ensure that each in- 
coming mail is: 


1.—Divested of superfluities and 
reduced to its barest essentials. 


2.—Handed to the department 
primarily concerned, and a 
record kept of its whereabouts. 


3.—A precis of the contents 
circulated immediately and 
simultaneously to every other 
department interested, in such 
a form that no single letter 
can be overlooked or mislaid. 


Is such a system possible and 
practicable? Yes. The following 
scheme is as near flawless as any- 
thing I have ever seen. 


Each mail goes straight from the 
mail-bag to a “ Sorting and Reading 
Department, where it is roughly 
sorted and then handed in batches to 
the “ Readers’ (the readers must 
be experienced men and they must be 
taught their job). A reader takes 
his bunch of mail from the sorters, 
marks each letter with the reference 
number of the department to which 
the letter itself is to go, writes a 
highly condensed precis of the con- 
tents at the foot of the letter, and 
marks this precis with the reference 
numbers of all other departments 
which he thinks ought to be 
informed. 


These precis are then typed out on 
to special precis sheets (see illustra- 
tion on page 24), one for each 
department. 


Thus the department pmmarily 
concerned receives the original letter 
intact but marked with the reference 
numbers of all executives to whom a 
precis has been sent. The secondary 
departments receive a precis of all 
matters concerning them, and refer- 
ence to their precis sheet shows not 
only where the original letter lies but 
what other executives have received 
particulars of its contents. 


The advantages of this scheme are 
enormous. Every executive sees the 
essential contents of the in-coming 
mail at once and simultaneously. He 
sees what other departments have 
been notified. He knows where to 
find the original letter in case he 
wishes to read it in full. 





ARE YOU INTERESTEP 


Looseleaf Record Books 
Looseleaf Ledgers 

Transfer Binders 

Share Ledgers and Registers 
Visible Looseleaf Binders 
Looseleaf Minute Books 
Looseleaf Catalogue Binders 
Looseleaf Note Books 
Analysis Books or 

Office Equipment ? 


Then ask us to send you our Ilus- 
trated Catalogue of Looseleaf Books 
and Office Equipment. 


SPECIAL OFFER 


Robin Book 581B, bound full maroon 
buckram, with A-Z index and 200 
leaves ruled for Stock Record, Feint, 
Cash or Double Ledger, on seven 


days’ approval for 9/6, post free. 


J.W.RUDDOCK & SONS 


LINCOLN 


and at 3, OLD JEWRY, £E.2.2 


A keen Sales Promotion 
Manager now Available 


Are you looking for aman to improve 
your Sales, Sales Promotion and 
Publicity Methods—one who can 
increase your sales and reduce sell- 
ing costs ? 

Outstanding Abllity : 

The Chairman of one Company 
wrote ...“ He is of sound judg- 
ment and a capable organtser and 
administrator . of outstanding 
ability with regard to publicity and 
sales.” 


Successful Sales Promotion: 

He has successfully re-organised the 
sales methods of four Compan'es 
making technical products, Gained 
hearty co-operation of deales. 


Planned highly successiulcam paigns 


Wide Experience: 
An engineering graduate who has 
specialised in Sales Administration. 


20 years’ experience Organised 
Commercial, Sales and Export 
Departments ; Market Analysis. 
Planned Complete Campaigns, 
Budgetary Control of Costs, etc 


Personal Details: 

A.M.CT Engineering, Manchester 
College of Technology. Married. 
Travelled Continent. 


Fighting Competition : 
{lis policies have enabled firms to 
achieve success in the face of keen 
competition. Furthur details may 
be obtained or an interview arranged 
by writing to -~— 

BM/DSGF, London, V¥.C.1 
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Photographic 
BUSINESS 
—CARDS 


F your Salesman is using Photographic 
usiness Cards he hes the sdvantage of 
able to— 

Present an ulustration of his product on 
same card as his name, 


(2) Secure immediate interest and attention, 
because of the novelty of his card. 


(3) Almost certainly his card will be aai for 
reference. 
Photographic Business Cards are sup 


two sizes. Just send any photo, TAi A esa of of 
required o 


letterpress prntng back and state 
size required, 


250 34 X 19 for 20/-; 500 27/- 
250 3$ X 2¢ for 21/- 5 500 30/- 


No extra charges. Proofs supplied. 
H. MARSHALL & CO. 


Photographic Printers 


FORD ST., NOTTINGHAM 








THE OFFICE 
REPRODUCING PROCESS 


Copies any document in up to FIVE 
COLOURS by ONE OPERATION— 
type-pen-pencil-writing, draughtsman’s 
plans, drawings, printed matter. Copies 
them in a few seconds, and gives you 
up to 100 facsimile copies as fast as 
paper can be fed into and out of the 
machine. Takes any size form up to 


18 in. X 34 in. Costs next to nothing 
after first installation. Pays for itself 
in a few months’ time. 

carbon sheets 

type to set up. 

elaborate preparations for copying, 

Ask for Demonstration 
GLEDHILL-BROOK 

TIME RECORDERS LTD. 
MANCHEST » 41, Corporation Street 
e BIRMINGHAM, 206. Corporation Street 


expensive stencils, 
expert operator needed 
$ EMPIRE WORKS, HUDDERSFIELD 


messy inks 
Send for Catalegue 
NDON a Victoria Street, S.W.1 








GLASGOW, s7, Oasawald Street 
SEE o 
fea rinkl 
TO-DAY 
AND OPEN 


THE WAY TO INCREASED PROFITS 


LITHOGRAPHIC PRINTING AND 
DUPLICATING 


KAYE’S ROTAPRINT AGENCY, LTD. 
Cecil House, sya, Holborn Viaduct, Londen, E.C.1 


CENTRAL 1300 (3 lines) 
ean e I a ON ee ee WY AT] 
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; EXM IBIZ ION 3 


9th Annua! Competition o? Industrial Pesenti, J ays 306th- 


Aug. 31st; Imp Oollege of Science and Technology, 
London. 

Radio Exhbn., Aug. 15th-Sept. 4th; Olympia, London. 
Chocolate, Conf Accessories” 


ectionery, Machinery & 
Exhbn. Aug. Slat-Sept. Sth, 1082 Ooi, London. 


36th Inti. Bakers’ & Confoctioners’ Exhbn, Sept. 
Srd-Oth, 1932, Royal Agricultural Hall, London, N. 


Furniture Exhbns, (Trade only), Sept. Sth-15th; Man- 
chester, 


Fashions Exhbn,, Sept. 5th-16th, 1982: 
London. 


Busmess Efficiency Exhbo. Sept. 12th-17th, 1932; 
Manchester. 


Olympia, 


Bullding Trade Exhbn. Sept. l4th-28th, 1932; 
Olympia, London. 
@rocers' Exhbn., Sept. 17th-23rd, 1932; Royal 


Agricultural Hall, London, N. 


Chemists’ Exhbn., Sept. 19th-28rd; 8t. Andrew's Hall, 
Glasgow, 


Natlonal Halrdressers’ Fair of Fashion, Sept. 20th- 
20th, 1982 , Olympia, London 


Mall” Brighter Homes pe Sept. 27th- 
2; City Hall, Manchester 


Hull *D 
Oct 8th, 


Textile Machinery Exhbs.. October: 
Leicester 


Advertising & Marketleg Exhbn., Octobor, Manolester. 


intl, Exhibition of tnventions, Oct. ist-lith; Central 
Hall, Weotmuinster. 


Shoe & Leather Fair, Oct $rd-7th, 1932: Agricultural 
Hall, London, N. 


North-East Coast British Empire Exbbn., Oct. 5th- 
16th , Alrddiesbrough. 


Automobilis & Motor Boat Show, Oct. 18th-22nd, 1932; 
Olympia, London. 


Tih Ideal Home & Foods Exhbn. Oct. 15th-20th, 


Granby Hall, 


1932; Edinburgh. 

Medical Exhbn. Oct. 17th-2lat: New Hortloultaral 
Hall, Loudon. 

National Dairy Show, Oct. 18th-2ist, 1982; Royal 
Agricultural Hall, London. 


mp: Frait Show & Oannere’ & Aled Trades Exhbo., 
ber 2ist-20th, 1932; Birmingham. 


S4th Browers' & Allied Trader’ Exhbn., Oct. 29th- 
Nov. 4th, 1082, Royal Agricultural Hall, London, 


international Cycle & Motor Gycle Show, Nov.-Dec.; 
Olympia, Londen. 


OVERSEAS 


Cork Industrial & Agricultural Exbbe., May-September, 
1932; Cork. 


Sth Radio & Gramophone Exhbn. Aug. 10th-28th; 
1032: Berlin. 


Canadian National 
1082; Toronto. 


Autumn Fair, Aug 28th-Sept. Ist, 1932, Lelpag 
Restaurants Show, September, 1982; Bertin. 


Autumn IntL Samples Falr, Sept. 4th-1lth, 1932; 
Prague. 


Exhba., Aug, 26th-Hept. lOth, 


Royal Netheriands Sample Far, Sept. 6th-lith, 1982: 
Utrecht. 


International Levant Fair, Sept. 6th-2lst, 1932; Bari. 


Poata Motor Boat Show, Sept. 24th-Oct. dth, 


et apa Aion Trades Exhbn., Oct. 5th-15th, 


International Motor Oar, Motor Cycle and a Show 
Oct. 6th-16th, 1932; Pans. a 


Southern Textlie Exposition, Gescrer 17th-22nd, 1932, 
Gahr rezi South Carolina, U.S.A 


WHERE 
YOU CAN 
GET IT 


CALCULATING MACHINES 


J. C. BURNHAM & CO. (GREAT BRITAIN), 
LTD, Bush House (West Wing), WC2 
Telephone: Temple Bar 8700 


GILBERT WOOD, 76a, Queen 
E.C.A. Telephone: City 2205 


Victoria Street, 


OARD INDEX SYSTEMS (VISIBLE) 
TOLLO oo) 109, Kingsway, W.C2 Telephone: 
Holborn . 


FILMS 


GEE FILMS, 
8, Leicester Street, 
003, 


LTD , 
We? 


Productlon-Distribution, 
Telephone: Gerrard 


FOLDING MACHINES (PAPER) 


BEVERIDGE'S OFFICE APPLIANCES, 
aot High Holborn, WC I Telephone ı 


LTD, 
Holborn 


OFFIOR PRINTING MACHINES 


BEVERIDGE'S OFFICE APPLIANCES, LTD., 
bee High Holborn, W C.1 Telephone ; Holborn 


PHOTOGRAPHY 


LOGAN (LONDON} LED , Field House, aaa 
Buildings, E,C.4. Telephone, Holborn 66 


SHOWCARD MACHINES 


THE EMBOSS-IT CO., LTD, ifn St. Bride 
Street, ECS Telephone 1 Central 8 


TRADE MARKS AND PATENTS 


REGINALD W BARKER & CO., 36, Ludgate Hill, 
EC4 Telephone: Central 1882. 


TYPEWRITERS & AOCOESSORISCS 


GENERAL TYPEWRITER EXCHANGE, 
57, Theobald’s Road, Southampton Row, WC1 
Telephone: Chancery 7749 


VISIBLE INDEXES 
BIZADA (CARTER-PARRATT, LTD.), 16, Victoria 
St, London, SW.1 ‘Phone Victona 1 1046/6. 


CAVEDEX (C. W CAVE & CO, LTD} 4, 
Farringdon Road, E.C 1. Telephone: Holborn 6071/2 


WINDOW DISPLAY SERVICE 


TEXTOPHOTE DISPLAY & ADVERTISING 
STUDIOS, LTD., 7a, Copenhagen Street, NI 
Telephone: North 0453, 











INCREASED PRODUCTION 


Increased production is obtained by the introduc- 
tion of Guide-o-Graph a Maretag System which 








will save spare labour and wages, and introduces 
erdetlinesa and speedy well-controlled tratie im- 
mde the factory. 







Wris for fros foidsr. 
"NATIONAL SAFETY SERVIQES, 
TYSELEY, BIRMINGHAM, 


$ 








BUSINESS 





But it must be guided by 
the bedrock principles of 


all business 


our business is different from 
every other business. You do 
different things, or do the same 


things in different ways. You use 
different methods: you follow a 
different routine. A system that 


works admirably for your competitor 
may not suit you. But, if you are 
to be more successful than he, your 
way must be the better way, and it 
cannot be the better way unless it is 
based on sound business principles. 


Business men are paying far more 
attention to-day than they did 
formerly to the elimination of wasted 
effort. Time saving has become a 
science because it is more completely 
recognised, as a practical working 
principle, that time is very really 
money. 


Hoarded Time 


The really progressive business 
man will spend money much more 
willingly than he will spend time. He 
can make more money, but time is 
inexorably fixed for him. A minute 
wasted can never be regained. That 
is why our business leaders hoard 
their time as the miser hoards his 
gold. 


Business executives to-day are 
straining every nerve to re-build 
commerce on the ruins brought about 
by the world depression, and the 
thing for which the busy executive 


most wishes is action. He wants, 
above all, _to do constructive 
things. 


That is just where The Dictaphone 
will help him most—as a business 
builder and organizer. It gives him 
the power, which nothing else can, 
always to be doing constructive 
things. At any moment, without 
calling anyone to his side, he has on 
his desk the means of putting into 
action every constructive thoug!ft, 
with the certainty that it cannot 
be misunderstood or overlooked. 
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YOUR BUSINES 


by 
THOMAS 
DIXON 


Every business process is promptly 
documented and The Dictaphone 
speedily becomes its user’s second 
self in getting quick action on 
everything as it occurs to him. 


A Universal Appeal 


It is sometimes said, “ My 
business is different : The Dictaphone 
would not suit me.” Never was 
there a greater mistake. The 


Dictaphone is the most flexible of all- 


office time and labour-saving devices, 
becausé it instantly adapts itself not 
merely to the needs of different 
businesses, but to the personal habits 
of every individual user. 


You may have to dictate a hundred 
letters a day. The Dictaphone is the 
fastest, most accurate and cheapest 
way of doing it. 


You may never dictate a single 
letter. The dictating machine will 
catch your executive thought—all 
your instructions, all your good ideas, 
all your plans for developing and 
organising your business. There are 
literally thousands of Dictaphone 
users who never dictate letters but to 
whom The Dictaphone is essential 
as a means of conducting their 
business. 


The Dictaphone will fit itself to 
your personal method of working. 
You can dictate to it when you like, 
early in the morning or late at night, 
as fast or as slowly as you please, 
never dependent on, or distracted by, 
the presence of your stenographer. 
With the silent, impersonal Dicta- 
phone on your desk, there is nothing 
to distract your attention, nothing to 
interfere with the closest concentra- 
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MAY BE DIFFERENT 





tion 
hand. 


on the matter you have in 


Doing Things Better 


If you are striving to play your 
part in the reconstruction of business 
you owe it to yourself to learn how 
The Dictaphone will he Ip you because 
it offers you a better way of doing 
things. That it will save you half the 
cost of handling your business corre- 
spondence is a trifle compared with 
the fact that it will help your work, 
save your time, enlarge immeasurably 
your capacity to get things done. 


Your business may be “ diferent," 
but if it is to be successful it must 
be run on business principles. And 
there is no principle more vital to 
business to-day than to save all the 
time possible. That is where The 
Dictaphone will help you. 

Write to-day for a free copy of Mr. 
Frederick Hutchinson’s new book, 
“ Office Methods and Practice,” It 
will give you facts and figures on 
business organisation which you 
cannot afford to ignore. 
lt may be oblained post free on application to 

THE DICTAPHONE CO., LTD., 

Kingsway House, Kingsway, 
LONDON, W.C.2 
Telephone: HOLBORN 416! (3 tines). 


And at Manchester, Birmingham, Liverpool, Glasgow, 
tol, Leeds, Newcastie-on-Tyne and Dublin. 


POST THIS COUPON NOW 


The Poo scone Co., ah Ada 
ngaway House, Kingsway, 
: Londo LN Wc 2 
Dear Sirs 


Kindiy send Mr. Book. 


“Otio Makoi aad 


a eee ~ 


Address Ser eeereeeeeoeee 
B.9.32 
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ELIMINATE 
UN- 





PRODUCTIVE 


WORK 





Mikan 


ON AN 
N ; (eg et business practice demands 


bigger return from expenditure. 
Progressive business houses throughout 
Britain have ceased to pay for wasteful 
routine operations by adopting the inex- 
pensive and efficient “ EG RY” register. 
This small and inexpensive device eliminates 
all unproductive work such as interleaving of 
carbon paper, the handling of stationery, etc., 
in dealing with :— 


Stores Requisitions Works Orders Credit Sates 
Invoicing Repair Orders Receiving Records 
Stock Records Purchase Orders Warehouse Orders 
Delivery Notes Internal Transfers Goods Inwards 
Production Orders Cash Sales Reports 





Write for particulars of the 


EGRY Cash Till 


~~ Forty years’ experience enables us to 
= claim that this is the best, cheapest 
= and safest of its type on the market 


COUPON 


EE ee EE OE FEE OE EE SESE EEE EEE HERE EEE EEE EET HR HES 


To BUSINESS Service Department, 


Se EEE EEE EEE EEE EE EEE EEE ESE EEE EERE HEE OTE EH 


Numbers (see Index opposite) 


NS 


COTE iii 


3 
} 
) 
: 
} 


6 Camelia Street, 


Please send, without obligation, more information in connection with advertisement 
(or advertisements) in the September, 1932, issue of BUSINESS numbered below. 


OEE EEE OE ES EES SSE EEE TE EEE EE OREO OO HE OEE Ee eed 


parrot A Whe 
: Me eas A isil 


One turn of the handle delivers 
2 to 5 clear and unalterable copies 
of the original entry; auto- 
matically presenting a fresh set 
ready for immediate use, and 
retaining—in certain models— 
one copy ina locked compartment, 
for checking purposes. 


EGRY Registers have been 
adopted for greater control, 
accuracy, speed and economy by: 


Manufacturers, Wholesalers, Retailers, 
Mail Order Houses, Hotels, Turf 
Commission Agents, Shipping and 
Haulage Contractors, Garages, etc. 


PRICES RANGE FROM 7 TO 43 GNS. 


EGRY L2? 


WARPLE WAY, ACTON, W.3 


TELEPHONES : SHEPHERD'S BUSH 2431 & 4484 


If you desire information aie 
the Editor or + from Advertisers 


OE OEE HE EE SEE Ee EEE EERE OEE EE 


ete mee eeennee ee eee ewer eee 


EC 


F PITTI? DOOIES ERESI AN A ER EEEE E a a a DDSI OD OD BOO OO POO DIS BOOS SL OY PEE ESE EEE ESSE SSS SEES EEE ES 
Address LEELEE ETETETT SEE EE EERE EE ER EERE OR RR HE OH eel inca ate Lt REISS) ne S eee eee ew eee 


Sedat teeta teasie eat ieiatiniaaiadiel ae . 





Write for comprehensive 
illustrated literature or a 
demonstration. 


More than forty hand and electric 
models, comprising Cash Tills, 
Summary and Analysis Machines, 
are available. 


Our London Factory is not only 
equipped for the manufacture of 
continuous stationery for use in 
our Registers, but also for the 
manufacture of Continuous Roll 
and Interfold Stationery for use in 
Billing Machines, such as Elliott- 
Fisher, Underwood, Remington, 


Smith Premier, etc. 


WI 
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BUSINESS 


SERVICES and SUPPLIES 


ADVERTISED IN ‘THIS ISSUE 


ACCOUNTING MACHINES Page DUPLICATING MAOHINES Pago PHOTOGRAPHERS Page 
(1) Powers-Samas Accounting Machines, Ltd 6 (24) Kaye’s Rotapnnt Agency, Ltd .. f 43 (48) Marshall & Co., Ltd. sa ss n H 
26) Michaelis, K. H , & Co., Ltd ie we 40 

ADDING MAOHINES PRINTERS 
(2) Block & Anderson, Ltd (Victor) ja 4 FIRE FIGHTING { ; 
(261 Water Sprite Co Ks A 648 oa arene ee = = 
ADVERTISING AGENTS ` 45) Drayton Paper Works . di 
(8) Gibbons, J.J , Lid E . Covert INKS (46) Mark, W, & Co., Ltd ue 
(27) Mabie, Todd & Co. Lh... si Te 43} PRINTING MACHINE 
ADVERTISING NOVELTI£S 47) Kayes Kotaprint Agency Ltd ; $3 
(4) A G Standard Co,Ltd .. : . 82 INSURANOS 
(5) Altura Pen & Penoll Co. Ltd. .. 42 (88) Britannio Assurance Co, Ltd .. : $1 SCHOOLS, COLLEGES AND COYRSES 
(6) Chad Valley Co. Ltd.  .. sa “i 35 LIGHTING (48) Business Service Institute 3 
(7) Elton, S. AL, Ltd .. - + #4 (29) Benjamin Electric, Ltd. .. .. Coter ro, '®) Metropolitan College = 
(8) Bimplex Sampling Amomation .. Pee 40 (50) School of Accountancy. ; 4} 
LOOSE-LEAF LEDGERS 
BLOCKMAKERS (80) Moore’s Modern Methods, Ltd. a 35 SHOWCARD MACHINES 
(9) Marshall Engraving Co. .. = 37 (31) Ruddocks, Lincoln as 42 (51) Masson, Seeley & Co., Lid. dd 
(10) Nichelotd Electrotype Co., Lid. ..  . 39 7 ‘STEEL OFFICE FURNITURE 
BUSINESS BOOKS a gate x nae ra ea . $8 sree R B 
n mae Pages re l $ MAIL ROOM EQUIPMENT E 
à Ei aR re 1 (53) Powers-Samas Accounting Machines, Ltd & 
(18) Gall & Inglis Ga ks s% sa 42 (33) Business Equipment, Ltd. is 31 
(14) Pitman, Sir Isaac & Sons, Ltd... ite 86 (84) Pitchford, Frank, Ltd, .. .. .. 31 TELEPHONES AND ACCESSORIES 
(15' Psychology Poblishing Oo si Wa 44 (54) Dictograph Telephones, Ltd : 39 
MANAGEMENT ENGINEERS (55) Ericsson Telephones, Ltd...  .. P 37 
BUSINESS INFORMATION SYSTEM (85) Clark, Wallace & Company me z 4 {68} Grafton, Waite, A Son, Lid $1 
(16) Aastrom, Ltd - + > 42 MANIFOLDING REGISTERS (67) Blemens Bros, & Co., Ltd ~» 
(36) Egry, Ltd. 7 E S as a 9 (58) Standard Telephones d Cables, Lid. , 33 
CALCULATING MACHINES 
MAPS TIME RECORDERS 
AEE Wood, SOURCES a ° $ i a (87) Salmanger Map Co .. ga e.. 44 (50) Gledhili-Brock Time Recorders L'd .. 28 
CASH REGISTERS OFFICE FURNITURE TYPEWRITERS AND ACCESSORIES 
(18) Egry, Ltd .. a si : ae 2 (88) Orda .. sf sf a. oe N 39 (80) Taylor's Typowrter Co , Ltd Cover 1 
{19} Gledhill, G. H. & Sons, Ltd... es 
OPFICE PRINTER VISIBLE INDEXES 
CONTINUOUS STATIONERY (30) Kaye's Rotaprint Agency, Lt.t 48 (61) Carter-Parratt, Ltd - a 
(20) Egry, Ltd. ; , ? OFFICE SUPPLIES (62) Tnfaluble Card Selecting Co, Ltd : 37 
(21) Fanfold, Ltd : = + *3B (40) Office Supplies Co., Ltd .. be : 4 (88) Library Bureau, Ltd  .. æ. 383 
CES DA TROD ENTAO REPARO A aas PACKING SUPPLIES WORKS EQUIPMENT 
DICTATING MACHINES (41) Jones, Bamuel, & Co. Lti i à 37 64) Natlonal Safety 3ervico, Lid. dd 
(23) Dictaphone Co., Ltd. ee ; ee t (42) Payne, P. P, & Sons, Ltd is ro 44 (65) Parker, Winder & Achurch Ltd 34 
aki 
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fend for thls Free Booklet TO-DAY ° 
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wherever situated, with only 


+ 


(2) How to start and run a Mail Order 
Department ın your business that will 
at once increase your sales, bring you 
entirely new custom and secure cash 
orders from every place which 
Postal Service reaches. 


Mi increase Your Income—Expand Your Sales NOW | 


THE fascınating Booklet, here offered you FREE, describes a remarkable, proved successful and easy 
to apply method that you can start using at once either to increase your income, or expand the sales i 
of your business. This Booklet, ‘‘ Money-Making Opportunities in Postal Trading,” shows you :— | 


(1) How you can start a Mail Order 

Business of your own in your spare time 

at home, 

a few pounds capital, and without 
revious experience, that will quickly 
ring you a full-time income. 


Perfected by 
your present cal 


the 


ing and can be started from any home, or used with profit in almost any business 
g new sales outlets and increased turnover and profits. Yet there are no samples or 
“outfits” to buy ; no canvassing to do; no bad debts; no extras for rent, rates, or other over- 


eee with 30 years’ successful experience, this proved plan will not interfere with | 
head expenses. 


BUSINESS SERVICE INSTITUTE, ; 
Dept. B.S.32, 6, Carmelite Street, London, E.C.4 


+ 
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VICTOR 


ADDING—LISTING MACHINE 


POWERFUL CONSTRUCTION 
HIGHEST QUALITY 
LOWEST PRICE 


Embodies every modern feature : Direct subtraction— 
Trple visibility—-Totals ın red—Standard flexible 
keyboard. Hand and electncally operated models. 


Demonstration and tral anywhere without obligation. Wnte to 
our nearest branch . 


BLOCK & ANDERSON, L 


Brunsviga House, 


3, Snow Hill, Holborn Viaduct, London, ECA 
Phone: Cestral 5367. 


GLASGOW 1 
Zu, Brown Strest, NM, West Campbell Street. 59, Corporation Street 
Phone Central 7839. "Phone + Midland 8892. 
And at NEWCASTLE and BELPAST 


MANCHESTER BIRMINGHAM: 


To the Executive: 


Ce methods give you the 
technique to carry out your 
policies; relieve you of detail; show 
promptly those points where your 
decisions are needed; give all the 
information on which to base 
those decisions; release capital tied 
up in inventories of raw materials, 
workin process and finished goods. 
During the past ten years we have 
adapted these methods to the 
individual requirements of leading 
executives in America and Europe 
We will be glad to send you a 
free copy of “ CONTROL CHART 
FOR THE CHIEF EXECUTIVE.” 


WALLACE CLARK & Co., 


Consultant Management Engineers, 
Offices in New York, Warsaw, Paris. 
Address: 25 AVE. VICTOR EMMANUEL ITI, PARIS. 


+ 





MODERN 


OFFICE EQUIPMENT 
- - at to-day’s 
* 











keenest prices! 


Our stocks in- 
clude extensive 





TIME RECORDERS 


TyPEwRiter | ADDRESSING 

RIBBONS and MACHINES 

CARBONS at 

ee TYPEWRITERS 

car. ane | ADDING 

doled Bonna. MACHINES 
FILING CABINETS 

etc. 


OFFICE SUPPLIES COMPANY, LTD. 


12, Queen Victoria Road, Coventry 


EACH OF THE ABOVE LINES IS BRITISH THROUGHOUT 





Something 
Rew! 


Since its first issue (under the title 
SYSTEM) BUSINESS has always 
moved with the times. 


In harmony with the changed times 
BUSINESS in October will be, in 
effect, a new journal. 


Beginning with the October issue the 
dominant note will be Management ; 
striking changes in make-up, a new 
scheme of editorial and advertising 


display, will intensify reader- 
interest, and link it closely with 
advertising service. 


A few hand-drawn dtunmuies of the October issue 
are ready, and will be submitted to prospective 
advertisers in order of application 


Advertisement Manager, BUSINESS, 
6, Carmetite Street, London, E.C. 4 
Telephone: Central 9893 





BUSINESS 
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THE ANSWER TO ALL YOUR 
ACCOUNTING & STATISTICAL 
PROBLEMS 






Until now, not every organisation has been able tc justify Punched Card Accounting. 
The large capacity of the famous Powers-Samas Equipment has, to some measure, 
confined its use mostly to the larger companies. But with the advent of the new 
“ Powers-Four ” machines, mechanical accounting is now made available to all! Low 
in cost, these “ Powers-Four ” machines enable =xecutives of small as well as large 
businesses to realise economies which are unobtainable by other methods. All 
accounting reports and tabulations and urgently needed statistics are produced at 
machine speed, thus providing daily records of ell the activities of your business. 


Pomers~Samas Punched Card Accounting Machines are ideal 
for such accounting work as: Preparation of Pay-roll and 
Wages Analysis, Production Control, Material and Stores 
Records, Inventories, Manufacturing and Selling Costs, 
Sales and Purchase Analysis, Insurance Statistics, Traffic 
and Transportation, General Accounting, etc. 


Powers-Samas Accounting Machines will be exhibited at Stand No. 16, Business 
: Efficiency Exhibition, Manchester, September 12th to 17th. Come and see the New 
Powers-Four and also the CAMPOS Book-Keeping and Accounting Machine——the 
machine which automatically stores within itself the balances of 1,000 accounts. If 
unable to visit this exhibition write for full particulars to :— 


POWERS-SAMAS 


ACCOUNTING MACHINES LIMITED 
Aldwych House, Aldwych, London, W.C.2 


POWERS-SAMAS ARE THE ONLY ALL-BRITISH ACCOUNTING MACHINES 
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Our Plans 


BUSINESS 





For 





BIGGER AUTUMN BUSINESS 


* 


{. Research to find better pro- 
duction methods and new products 
with new points of appeal 


2. Closer co-operation with retail 
dealers, giving them full authority 
to exchange any of our goods 
should a customer be dissatisfied 


3. Education of salesmen to sell 
dealers only types of our products 
appropriate to their class of 
trade, thus preventing their being 
encumbered with “stickers” 


4. Getting advice of purchasing 
agents here before launching new 
goods abroad 


5. Quoting exact prices, landed, 
to all buyers located in countries 
abroad with exchange and tariff 
fluctuations 


espite the stringency of the 
[pss few years this business 

has maintained a steady expan- 
sion in both its home and export 
markets. Such progress has been 
a direct result of two main policies: 
first, continuous research to ensure 
the product retaining top place in the 
field as regards quality; second, the 


fostering of a high degree of 
goodwill and co-operation among 
dealers. 


s 
In planning for our new season’s 
business we are pursuing these 
policies more strongly than ever. At 
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by L. T. 
Managing Director, 


the present moment export trade is 
of paramount importance. 


Earlier in the summer our plans 
were laid for the autumn and Christ- 
mas trade, and now results are just 
beginning to come through. Our 
continuous research for new methods 
of improving existing products and 
for entirely new products which will 
create interest and demand as well as 
fulfil fresh needs, has had a particu- 
larly good reflection in the overseas 
market. In most of the seventy-two 
countries abroad to which we sell, 
foreign products, of course, have 
set up keen competition and it 
has been mainly on a quality 
basis that our superiority has been 
maintained. 


How we Sought Improved 
Production Methods 


At one time Thermos products were 
only assembled in England, the bulk 
of the components being imported 
from the Continent. The moment the 
recent protective duties gave us a 
reasonable chance to become self- 
supporting, however, we started our 
own factory here and made improve- 
ment after improvement so that the 
British-made article became even 
better than the one we had 
been successfully selling in previous 
years. 


For example, we carefully watched 
the development of all new patent 
processes which had any bearing on 
our lines of manufacture. We 
noticed the advent of one which would 
give us undoubted manufacturing 
advantages. We bought it outright. 
Similarly with plant and machinery. 


SAWNEY, 
Thermos (1925) Ltd. 


We continuously watch for 
developments and improvements. 


new 


We ourselves, too, actually design 
much of the highly specialised plant 
needed for our work. Quntte recently 
we designed some important equip- 
ment and had the various components 
of it made in different parts of the 
country. To preserve its secrecy the 
whole was assembled in our works by 
our own engineers. 


From investigations made, we 
know that in no other works in ths 
world where products competitive 
with ours are made are any of the 
processes carried out in a manner 
similar to our own. We have de- 
veloped a technique which is entirely 
peculiar and which enables us to 
retain undisputed superiority 
quality. 


* 
T 


We sell abroad exclusively thiougn 
resident local agenis. These we 
appoint through the recommendation 
of various mercantile organisations ir. 
this country. A point of 1 fteresi. 
however, is that in several foreign 
countries we have secured excellent 
representation through a system of 
exchanging information with a firm 
located near to us here which manu- 
factures, not a competitive article, 
but one which sells through the same 


outlets. This firm willingly pives 
us information concerning sclhng 
arrangements in all aits forcign 


territories, and we ourselves recipro- 

cate. The arrangement works te 

great mutual advantage 

These Policies are Impreovin« 
our Export Trade 


The vanguard of the overseas 
orders which gre just now arrivinz 
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for the new season’s trade indicate 
quite clearly that last year’s total will 
be far exceeded. There is every sign 
that we shall have a “ bumper ’’ run 
right up till Christmas. It is notice- 
able, also, that quite good enquiries 
and increased firm business are coming 
from places where trade disturbance 
has most recently been great. I refer 
to China, where the chaos of war is 
still far from cleared up, and Austra- 
lia, where political upset claimed the 
whole attention of local business 
men. 


Three outstanding points of policy 
are fostering our increasing export 
trade: 1, our production of new 
products to suit the particular needs 
of overseas customers; 2, our par- 


ticular way of dealing with the 
foreign purchasing agents located in 
England; 3, the appointment of 
resident foreign agents who have 
real initiative and enterprise in 
selling. 


How we Make Use of 
Users’ Suggestions 


Taking the first, I will give an 
instance of what I mean. We eceive 
direct from users of Thermos 
products all over the world letters 
containing eee of what 
we might make in théform of vacuum 
vessels. Many of these letters, of 
course, suggest all sorts of impossible 
things, while others are essentially 
constructive and sound in their out- 
line. Eve.y letter, however, we 
study carefully from all points of 
view. We consider that even the 
impossible suggestions are based on 
some peculiar local need and that, 
perhaps, by means of a little modifica- 
tion something may quite well be 
produced which will go far towards ful- 
filling the need originally suggested. 
Several of our products have been the 
direct outcome of suggestions made 
by users, and this factor has con- 
tributed enormously to building up 
our goodwill. 


The second point, involving the 
eway in which we treat with purchas- 
ing agents in England, has also been 
a great strengthener of goodwill 
and a direct inducement to placing 
orders. 


When we consider making a new 
product for overseas, it might be one 
of those special products suggested 
by an overseas user, we do not first 
of all manufacture it and then go to 
the purchasing agents and say: 
“ Here’s our latest product, we want 
you to push it in your areas.” 


Instead, we, consider the buying 
agent as a consultant and we 
approach him accordingly. Our 
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conversation might be something as 
follows: “ One of our users in the 
such-and-such a region in South 
Africa offers the suggestion that we 
make a vacuum jar of this style and 
this capacity. He says there is a 
big market out there for such a 
product among users. Well, 
we can make this and let you have 
it at price. What do you think 
of its prospects? If we inake it will 
you sample it? ”’ 


wunaane 


That kind of approach is entirely 
flattering to the agent. He appreci- 
ates that we regard him as an 
authority in his market, and that in 
putting forward products for sale we 
consider his interests as well as our 
own. Invariably this generates a 
feeling of mutual confidence which 
is to the greatest possible extent 
favourable to business. We find that 
agents are more willing to take our 
products, that they push them more 


ASK YOURSELF— 


1. Are we carrying any non-profit- 
able lines which are a drag on 
the good-sellers ? 


2. How many customers have we 
lost during the past 2 years ? 

3. Why have we lost them ? 

4. What are we doing about it ? 

5. What products of ours are in- 
creasing In sale — and why ? 

6. Can we push these items still 
harder ? 


7. Have we any item that was sell- 
ng well some years ago, but 
which Is now a sticker? If so, 
what is the reason ? 


8. Have we established a budgetry 
control In our selling, and how 
closely are our budgetry estl- 
mates to actual accomplish- 
ments ? 


—WHAT WOULD YOUR 
ANSWERS REVEAL ? 


intensively and that they more freely 
recommend them to associate con- 
cerns than would be the case if we 
adopted a more independent, take it 
or leave it attitude. In other words, 
we are able to do, through purchasing 
agents, better business with less 
trouble to ourselves. 


What an Enterprising Local 
Agent Can Do 


Now, a case in point to explain 
the advantages we get from appoint- 
ing enterprising agents resident in. 
foreign countries. In China and the 
Far East, where extremes of Western 
development are not generally looked 
for, there is hardly a hotel of 
importance in the commercial centres 


where the visitor will not find our 
specially designed ice-water jugs in 
regular use. This wide distribution 
and sale of our products was due en- 
tirely to the activity of the local agent 
handling our product. On his own 
initiative he conceived the idea and 
sold the hotel proprietors on it. 
This one line now constitutes a 
good proportion of our business 
with China, and it is still expanding 
rapidly. 


In other instances an enterprising 
agent Is invaluable when we ourselves 
send him ideas for business develop- 
ment. Instead of having our ideas 
and plans lying neglected in some 
far-off foreign office, we get them 
acted upon, to the benefit of the 
business. I might mention that, 
though we take the greatest care in 
selecting good agents, we also main- 
tain a strict supervision of their 
selling records. If the results reveal 
that any agent is a “ sticker,” we 
do not hesitate to replace him with 
someone else. 


This Simple Service Increased 


Australian Business 


In the British Empire, Australia is 
a market of potentially good custom- 
ers for us, yet orders from there have 
fallen to practically nil during the 
past year or two. Our plans for 
recovering that business have been 
quite simple but, at the same time, 
very effective. 


We discovered that one of the 
great difficulties of business men 
there was that they never knew from 
time to time how prices would stand. 
We now quote for all Australian 
business showing price in London, 
plus duty, plus adjusted exchange, 
totalling price landed in Australia. 
That may sound a very simple and 
obvious expedient, but it is astonish- 
ing how that little service has 
inspired confidence and introduced 
ease of working for our Australian 
dealers. The proof of it is that 
our Australian orders are increasing” 
steadily. 


In the home market we have 
tightened up our organisation to 
improve even the previous good ser- 
vice to our dealers. We have always 
considered the dealers to be our 
most valuable allies and have de- 
veloped idea after idea to make them 
enthusiastic to trade with us. 


We moved our head office from the 
City and joined it with the factory out 
here at Tottenham. This was done 
begause we discovered that prospec- 
tive buyers were more impressed if 
they could see a well-equipped 
showroom and, at the same time, the 
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that “they can see beforehand the: 
This, we- 


oy an nn of all ae 
oF | ‘manufacture, 


= i om petit ine ie . 
300°). 


Sales Manager, London’s Granulated Fertilis 


Me 


Here is a “beginning of season” con 
which is producing record business. 
equal chance at prize winning to eve 

as well as the “ star” man, thus 


competition to be original and arl al 


re force. He also offers to pe 
der ae is barmil to our name to 


ii: P dealer or to stock him with own selling organisation. Enquiri 


; to the Editor or direct to the ‘sch 
asf ade warrants and which 


therefore, prove to be slow 
seller In other words, we judge 
ilesmen not on quantity of orders 
but on the appropriateness of 
ord s and on ore continuity of 


What promises to be one of the 
most effective we have ever 
adopted is a specially devised compe- 
tition for salesmen. So far as 1 
know, this competition is quite 


Pw: for new season’s business? 


Nith a product sich as ours, the 

yortant thing to be ensured is that 

te customer, the user, is 

satisfied with his, or her, 

As the only contact which 

the user has is with the dealer (the 

tailer), our arrangements with the 

for meeting all contingencies 

therefore, be complete. Our 

erefore, include strict in- 

is to every dealer to treat 

atever complaints arise on the 

basis that “ The customer is always 

ght. We, on our part, back up 

this: ‘policy by relieving the dealers 

themselves, without question, of any 

of our goods alleged or proved to be 
at fault or unsuitable. 


Primes Dealers in Advance 
x of Salesmen’ S Calls 


original, in its detail at any rate. 

The main idea of it is, of course, 
to increase our business, but we have 
devised it in such a way as to enable 
the less experienced salesmen to 
compete on an equitable ‘basis with 
the “star ’’ men working from the 
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commission naturally goes after and 
gets as much business as possible. A 
quota scheme is, therefore, apt to 
defeat itself, because the best sales- 
man automatically gets the biggest 
increase in his commission. 


Here is an outline of the competi- 
tion; it is based on the game of 
cricket which, at the moment of 
launching the scheme, is prominent 
in the news of the day and in the 
minds of the salesmen : 


l. Saturday, Sunday and Monday 
count as one day. This one 
day and the remaining four 
days of the week constitute 
the five balls of the “ over.” 
Each competing salesman is a 
batsman, and can make one 
score, and one score only, off 
each “ ball.” 


2. Every day the batsman gets 
an order, he scores one run. 


3. Each batsman has a“ figure ” 
—it may be 6 tons of fertiliser, 
or only two £’s worth of 
garden-trade goods—accord- 
ing to the individual's oppor- 
tunities and experience. These 
figures are based by the 
Umpire (the Sales Manager) 
on the year’s estimates and 
they remain the same through- 
out the innings. 

4, Every day the batsman reaches 


s: 


his figure he scores a 
boundary,’’ which counts as 
four runs. 


5. Every day the batsman doubles 
his figure he scores “a six,” 
which counts as six runs. 


6. Every day the batsman fails to 
score, i.e., to get an order, 
he loses “ one wicket.” 


7. The batsmen with the biggest 
“figures ’’ are allowed one 
“ no ball ’’ per fortnight; the 


next class, one no ball per 
week; and those with the 
smallest “ figures ” two no 
balls per week. That is to 


ə say, if the batsman has not 
scored off any particular ball, 
and is in danger of losing 
his wicket, he can “ no ball ”’ 
himself and so be all square for 
that particular day. 


8. The no balls can be saved up 
and used as the batsman 
wishes. He must say on the 
Monday how many no balls he 
is using in the previous week. 
For every “ no ball ’’ left over 
unused at the end of the 
innings, the batsman may add 
five runs to his score. 


9. The inpings opens with 25 
overs. The batsman with the 
highest average will receive a 
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WALTER MANGUM 


General Sales Director, Remington 
Typewriter Co. 


ecently appointed General Sales 
Rei of Remington Type- 

writer Co., Ltd., Mr. Walter 
Mangum starts his new activity at an 
appropriate moment, the opening of 
the new business season. 

Mr. Magnum is well known as 
a sales organiser. Is himself a 
“ star ” salesman. As Chairman and 
Managing Director of Remington 
Cash Register (Sales) Co., in 1925, 
hecompletely organised that business. 
Before that, in 1923, he was Man- 
aging Director of the Remington 
Arms Metallic Cartridge Co., Ltd. 


Mr. Mangum calls himself a “crank 
on Service.” In all his organisations 
he insists that the sales side observe 
and diligently practise the full mean- 
ing of the word Service. Service 
before, during and after the sale, 
especially after, is what he considers 
the most important business law. 


A strong believer in the Executive’s 
personal contact throughout the 
business organisation and with cus- 
tomers. 


Is not a believer in work, work all 
the time. “When I am ona job, I get 
on with it,” he says. “ When I’m 
off, I keep off. A business man is 
always better for relaxation and a 
change of mental activity.” 


Believes in letting a man do his 
work in his own way. Has a sign 
over his desk: “ Don’t tell me about 
your prospects, show me your 
orders.” 


£10 prize, and the one with 
the second best average £5. 
In the event of a tie, the 
prizes will be duplicated, and 
not divided. 


The Cricket Scores will be 
judged solely on orders re- 
ceived by hand, ‘phone, wire, 
or post, at the sales office (i.e., 
pavilion), between 9 a.m. and 
6 p.m. Direct orders received 
from clients count equally with 
those collected by the batsmen. 


10. 


ll. Tuesday represents the first 
ball of the over—because 
Monday’s orders don't reach 
the pavilion until Tuesday. On 
that day, weekly score-cards 
will be sent to each batsman, 
showing his score for the 
week, his average to date and 
the average of the leading 
batsman. 


12. For exceptionally meritorious 
work (e.g., the opening of 
some long-sought account), the 
Umpire is at liberty to award 
a free boundary. For infring- 
ing the spirit of the game, or 
prejudicing business, etc., for 
the sake of the game, the 
Umpire can award hat-tricks 
ad. lib. against the offending 
batsman. 


13. Attention is drawn to the fact 
that it is just as important to 
see that no wickets are lost as 
to score sixes and boundaries. 


In order to keep the players posted 
with their scores during the game we 
issued “ score cards ° at the end of 
each “over.’’ These showed the 
batsman’s daily score, his weekly 
total and his total score for completed 
overs. They also showed his “ aver- 
age.” We also posted up all scores 
weekly on a notice board. 


Equal Chances for all kept 


Salesmen Enthusiastic 


The launching of this scheme 
captured the enthusiasm of the sales- 
men from the outset. The judicious 
fixing of the minimum and maximum 
figures for the “ batsmen ’’ by the 
“umpire ’’ gave the junior salesmen 
just as much chance as the star men 
to pile up big scores, also it gave the 
same opportunities to men selling 
different lines of our goods. 


One thing, however, we have found 
out in this competition, it should 
really run for at least six months. As 
in real cricket, so with this competi- 
tion, the beginning of the season 
sees the averages subject to violen) 
fluctuations and it is that makes a 
fajrly long period of play desirable. 

(Continued on page 40) 
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We Broke into a Crowded Market 


AND MADE 


RECORD SALES FROM THE START 


e have definitely been suc- 
cessful in breaking into a 
market which was already 


crowded. Four months ago we 
launched our product and from that 
moment sales have steadily advanced 
in an extremely satisfactory way. 


The secret of this success lay not 
so much in our selling or our distribu- 
tion methods, but in many months of 
careful research carried out before we 
manufactured our first suction cleaner. 
We said to ourselves “Nothing really 
new has been introduced into the 
suction cleaner field for several years, 
and the market is crowded with many 
established varieties. Is it not 
possible to design a new suction 
cleaner which will do a better job? 
It is useless to think of producing just 
‘another cleaner.’ If a new product 
is to stand any chance of success it 
must be both different and better.” 


We were convinced that there was 
a market for an improved suction 
cleaner, so we set out to make it. 


This was a Difficult Survey 
but it Paid 


How were we to discover and 
embody in our machine those new and 
different points that would make 
prospects prefer our machine to other 


existing types? In other words, 
what did housewives want? It was 


not our policy to make what we 
thought was an improved machine 
and then to say to the public “ here is 
a new suction cleaner; you must buy 
it.” We knew that the successful 
angle of approach lay in first finding 
out what the public wanted and then 
making our product to fulfil those 
needs. 


Our first survey was to make the 
most exhaustive enquiries among 
2,000 representative housewives and 
maids, users of other types of suctton 
cleaners, asking them what points 
they considered would constitute the 
ideal cleaner. These questions, of 
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course, had to be most tactfully 
framed so as to avoid any idea of 
prejudice. We did not want to arouse 
the least suggestion among users of 
the many types of existing cleaners 
that we were in any way criticising 
their machines. But we did want to 
find out if there were any points about 
existing machines which housewives, 
as practical users, would like to have 
changed. 

This survey took a long time, but 
provided us with a most imposing 


mass of constructive information. We 
examined all the suggestions and 


l 


wnal Iney 


and. here 
it is 


A 


This title of this booklet issued 
to prospective customers indicates 
the policy which made possible 
the success of this concern. 
Exhaustive research, before market- 
ing, to find new points of usefulness 
with which to put their machine 
ahead of existing types broke down 
sales resistance and opened up 
new markets in every direction 





Managing Director, Pneumode Ltd. 


carefully sorted them into groups. 
We then discussed each ‘dea from 
the point of view of its practicability 
in use, its value as a sales point, and 
its bearing upon the mechanics of 
manufacture. This latter was im 
portant. Some of the suggestions 
made were excellent in theory, but 
they were a bit beyond the ability 
of the factory to produce at a 
competitive price. 


How we Met Six Existing 


Objections 


When the analysis of suggestions 
was complete, we resolved to intro- 
duce six revolutionary ideas which 
would completely answer the objec 
tions raised by users of ordinary type 
cleaners. In mentioning these points 
here I do not stress them with the 
idea of lauding our machine, but to 
show, from the policy point of view 
how successful selling follows the 
proper study of customers’ needs, | 
think our case proves that howeve 
well provided a market may be with 
established products, which have for 
long been taken for granted, a new 
and vigorous lease of life can be 
given to those products by features 
which offer novelty and additional 
convenience to the user. 


Here, in brief, ari main 
objections which we discovered were 
held against the long-established 
cleaners, and here also are the 
features we introduced to negative 
them and to give our product new 
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angles of appeal. in existing 
cleaners :— 
Objection 1.—Dislike of f mptying 


mess 


a permanent dust bag, a 
and insanitary business. 


We introduced a new fib 
« dust bag which could be throw: 
away complete, when ful! 


Objection 2.—‘ Blindfold clean- 
ing °; users did a 
amount of dirt a rood su 
cleaner would take up, many did 
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not even realise the cleaner was 
taking up any dirt. 


We provided a_ transparent 
window so that users could see 
the dirt being taken up by the 
air stream. 


Objection 3.—The weight of the 


Objection 


average cleaner being from 11 to 
17 lbs. it was difficult to handle. 


. We reduced the weight of the 
Pneumode to about half (8 Ibs.). 


Objection 4.—Difficulty in intro- 


ducing the cleaner under low 
furniture and of keeping it at the 
most efficient suction angle on 
the floor. 


We incorporated a new swivel 
joint which enabled the cleaner 
to be introduced under furniture 
as low as 5? inches from the floor 
and also to be comfortably 
maintained at the most efficient 
angle on open surfaces. 


Objection 6.—Complicated acces- 


sories; attachments for ordinary 
cleaners were often difficult and 
dirty to fix. 


We made the handle of our 
machine hollow so that by one 
movement of a small switch the 
suction was diverted, enabling 
the handle to be used as a rigid 
hose. As an extension to this 
handle, we made an additional, 
easy to fit, flexible hose. 


6.—Constant adjust- 


ment; to obtain even fair results 
with the ordinary vacuum cleaner 
on carpets 


of varying thick- 





nesses, constant adjustment of 
the cleaning nozzle was needed. 


We made the Pneumode self- 
adjusting. The cleaning nozzle 
is sprung on to the wheels. As 
soon as the handle is raised for 
cleaning, the lips of the cleaning 
nozzle open up the deepest pile 
and permit the removal of em- 
bedded grit, without danger of 
harming the carpet. 


We Added these Two 
Improvements 


Having thus completely overcome 
the main objections offered to all 
competitive makes of cleaners, we 
considered what new ideas we could 
incorporate still further to’ improve 
our machine. A point we considered 
in this connection was the necessarily 
long electric flex from the power 
point to the ordinary cleaner which 
was necessary to permit cleaning 
every part of a room. 

This long flex often became en- 
tangled in the user’s feet, with chair 
and table legs and not infrequently 
knocked over ornaments. It was 
altogether an inconvenient arrange- 
ment. To overcome this we designed 
a light cable drum which permitted 
only the exposure of the shortest 
length of cable required for any 
cleaning job, all surplus flex being 
retained neatly coiled within the small 
drum. 

Another important improvement 
we considered was that of provision 
for storing our cleaner when not in 
use. From our investigations we 
knew that ordinary cleaners were 


| An important factor 
in the selling 
campaign was this 
= demonstration 
he) stand. It is re- 
inom garded as one of the 
~.. most complete 
© dealer-aids ever 
issued generally by 
the vacuum cleaner 
trade. Itallows 
every one of the 
new selling points, 
especially the wall 
bracket, relating to 
the machines to be 
clearly and easily 
demonstrated. = It 
also accommodates 
stock models pack- 
aged ready for sale 


difficult to store conveniently after 
use. Either they needed dismantling 
and packing into a box, or, if they 
were not dismantled, their bulk de- 
manded an unwarrantably large space 
for their accommodation. 


We, therefore, designed a simple 
wall bracket on which our machine 
could be placed after use as easily 
and conveniently as an ordinary 
brush is hung up by the housewife. 
When on this bracket the machine is 
never in the way; moreover, it can 
be used, without being removed from 
the bracket, for cleaning such things 
as hats or clothes. 

Thu., we produced, on paper, a 
suction cleaner which had eight out- 
standing points of new convenience to 
offer tothe user. This we considered 
a sufficiently pood proposition to 
launch on the market in the face of 
keen competition. So we proceeded 
to manufacture. 


Our selling was to be done by 
house to house salesmen and through 
dealers. Our first points of distribu- 
tion, therefore, were to the dealers. 
We told them our story in an 8-paye 
folder, which began : “ When did you 
hear of something really NEW in 
the vacuum cleaner business?’’ Then 
followed, boldly displayed, the new 
and improved features we had intro- 
duced. In the folder were also 
reproductions of our large size 
advertisements which were shortly to 
appear in the newspapers. 


This Demonstration Stand 
Helped the Dealers 


The outstanding novelty of the 
product appealed to the dealers and 
secured their enthusiasm at once. 

To help those dealers who had 
room, or could make room, in their 
shops for a most interesting demon- 
stration stand we made supplies of 
the special tables illustrated in this 
article. 


The table is covered partly by 
carpet and partly by lino. to enable 
demonstrations of floor cleaning to be 
made. There is also a stool to show 
how upholstery is cleaned. The high 
end of this stand represents the wall 
of a room and illustrates how the 
cleaner can be stored on the special 
wall bracket and how it can be used 
to clean hats, clothes, etc., without 
being removed from its bracket. 


Underneath the demonstration 
table we made provision for a storage 
of four stock machines. We con- 
sidered this stand to be one of the 
most compact and, at the same time, 
ong of the most effective “ dealer 
aids ” ever distributed on a general 
sanle, for vacuum cleaner business. 


The whole (Continued on page 41) 
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‘The product was s good ang the line of appeal attractive | but ; 
sales were at a low ebb, UNTIL, as the author explains—— 


A _ famous scientist, a Nobel Prize 
; N winner, ‘designed the cooker 
~ Awhich we are now manufactur- 
ng and selling. lt is a 
-oal as a fuel, but quite revolutionary 
a. design and unique in the new 


a stove, using 


economies and advantages which it 


offers to the user. 


was because to-day the ten- 
housewives is towards the 
»”’ fuels, ¢ 


This stove, how- 
sver, proved at first to be a most 


by W. T. WREN, 
General Sales Manager, 


Here was a definite setback which 
called for an instant analysis of the 
lificult ‘proposition to market. May- situation. We were convinced that 
the product was not only right, but | 
years in advance of anything else. Why? 
i.e., gas or What, then, was the barrier to its 
' Prospective buyers, un- 


reasons why other types ot eoon 


(gas and electric). were: calling widely 


showed us that these products | 
selling merely: on the. appeal : 


+ + ‘ en 
Bell’s Heating Appliances, Ltd. convenience as opposed 1o our App 


of economy. 

Were we wrong. in aes 
women on the ground: of 
only? : 


Apparently we were. 


As we saw it, the h 


ready acceptance by the housewives more concerned with ha 


with the actual capabili- who, we imagined, constituted our lessened than by the prosi 
nnate. cleanliness of the market? A close examination of the fuel costs. 


er, č onsidered it, 
pos: bly, ‘in the 
nature of a retro- 


; , when 
desi going the 
rot the chief 
jective in the mind 
of the inventor was 
perfect and easier 

oking, he attained 

a. measure of 

Le conomy. almost 


The. 


oe guaranteed 


o operate 24 hours 
day, 365. days in- 


he year, on a quan- 
uty of fuel consumed 
in the ordinary stove 
of similar cooking 
capacity in 7 to l4 
“days. 


© Jn marketing this 
product, the feature 
stressed in the adver- 
 tising and publicity 
=- Was this remarkable 
: economy in fuel, and 
since it related to a 
domestic product we 
vurally framed our 

| appeal 

‘ec to women, 

3 ing Be _the 


‘AS ECONOMICAL FOR 2 — 
as FOR 16 or 20 


Ao shat is no idle claim, but a fact. For it is quite 

unnecessary to make exaggerated claims for the Cooker. 

You would expect a Scientist and a Nobs Prise 

produce rather an amusing cooking stove-—and he has. 

Briefly then, hero is a stove which, instead of wasting it, user 

US per cent, of the heating power of its fuel-—-coke or anthracite, 
teault, the Aga, burning day snd night all the year round, 

consumes at the most 25 owt. of fuel in twelve months 

That is why mon like the Aga-doe its amazing economy. 


AND WOMEN SEMPLY LOVR IT 
Becauce jt is su Jabour-saving, ae clean and cool to live with, 
You need refill it only once every 24 kours, and riddle n only | 
twice. Each job takes about a minute aad is as situple- as Ñ 
AB 
The surfaces of the Aga arn glared mon-cracking enamel; the bo 
‘etal parts are pleted. The Aga burns continuously day and Fj 
night and is always ready—~even firat thing in the marning. 
Mia ather cooker is as easy of convenient to cook on. There is 
nothing to go wrong. The Aga, in fact, ja a revelation, years in 
advance of its tine. 

Please write fer 

par sixteen-puge fally ilastrated Aga Backiet. 


je The Aga, sow British Made with British Capital, was frat 
made and sold in Sweden, where Within Jess Una two years 
thousands have bern installed, And now advertisements for 
Conka in Sweden siten contain as an added inducement the 
significant words——‘Aga installed.” 
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feature of all which characterised 
our stove was its extraordinary 
economy, but this, as I say, had 
quite failed to arouse interest among 
the women. 


Then whom would it arouse? 
Who paid the fuel bills? Undoubtedly 
the husband did. We therefore 
decided to appeal to the men who, 
though not users of the stove, were 
nevertheless the regular purchasers 


campaign into the national dailies and 
the class periodicals appealing essen- 
tially to men, continuing the appeal 
of fuel economy. The effect was 
almovt instantaneous. The economy 
appeal got home. 


From that moment sales leapt up. 
Men bought after a practical demon- 
stration of the fuel economies. It 1s 
interesting to note, too, that many of 
these sales were made by the 
husbands who did not call their wives 


point of fuel economy. Moreover, at 
the practical demonstration they saw 
also that no woman could be any- 
thing but pleased with the con- 
venience-possibilities of the stove 
after it had been installed and her 
natural prejudice against the solid 
fuel stove had been banished. 


Within three months this change 
of appeal from women to men for a 
domestic product had put up our sales 


of the fuel. 400 per cent. and had started us on a 


into consultation at all. They, in the 
steadily-rising curve. 


We decided at once to redirect our first place, were satisfied from the 








For To-day’s Office... 


CHROMIUM - PLATED STEEL 


AND WALNUT 


This typist’s desk and chair is designed not 
only for a neat appearance, but also to offer 
every facility for efficient work, whilst at the 
same time giving all the features of hygienic 
comfort. The open chromium-plated steel 
framework makes for lightness and offers 
no lodgment for dust or dirt. The chair 
eliminates fatigue and the small area of 
contact which the steel tubes make with the 
floor allows of quick movement with a 
minimum of effort, even on rubber flooring. 
The woodwork of the desk is of walnut 





AN AUTOMATIC ELECTRIC 
MAGAZINE-FEED MACHINE 
= WHICH SAVES TIME 


This equipment has been devised to eliminate entirely 
the manual feeding of forms on billing, cheque writing 
or similar operations. The feeding is so designed that 
blank invoices are picked up from the hopper at the 
right and placed in position automatically, and upon 
completion of each invoice, it is ejected by the same 
operation which puts into place the new one. In 
addition to automatically feeding the individual forms, 
a summary sheet and supply of carbon are also spaced 
automatically after the writing of each line, thus leaving 
the operator nothing to do but type. This arrangement 
considerably increases the output. Thesespecial features 
may be utilised in connection with any of the maker's 
regular Machine Haads, whether Plain Writing, Writing 
and Adding, or Writing, Adding and Cross computing, 
= including the Double Crossfooter mechanism 
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THE TREND 
of 
BUSINESS 


What Ottawa 
Has Achieved 


very business man must study the 

trade arrangements arrived at by 
the Ottawa Conference with direct 
reference to his own business. It 
will pay every manufacturer, every 
exporter, and every trader who has 
any prospects of trade abroad to give 
a full day to studying these arrange- 
ments, and to tabulating the definite 
points in them which will affect his 
own business or be worth his while 
following through now or in the 
future. 


The results of the Conference 
should be three-fold: an ‘ncrease 
in exports to the Empire; creating 
inter-Empire trade; and increased 
prosperity for the Dominions and 
consequently ourselves. 


These results will come about ‘n a 
two-fold way. Exchange of goods `s 
bound to increase between various 
parts of the Empire as a result of 
preferential terms. This should, in 
turn, increase the value in trade and 
consequently the volume of business. 
QO, again in turn, increase the 
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lished trade currents the results of 
the Ottawa Conference are likely to 
have an unsettling effect for the time 
being on international exchange. A 
study of the agreements arrived 
at does show, however, that the 
delegates’ aim of making such un- 
settlement as slight as possible and 
making the Ottawa agreements as 
favourable to world trade as possible, 
were ruling considerations. 


To the manufacturer, importer, 
and trader at home this means that 
Ottawa need not imperil any of his 
foreign connections. It would be no 
advantage to increase our Dominion 
trade and see our foreign trade 
decrease by a similar amount. 

Comment abroad points to the 
fact that foreigners realise that the 
results of the Conference may, in 
the long run, stimulate world trade 
even though they require certain 
re-adjustments. 


Is America Seeing the 
Turn of the Tide? 


o improvements in business have 
manifested themselves in Europe 
r the world outside Greit Britain, 
t in U.S.A. 
-ths have 















buying as has been going on will not 
hold prices up. è 

In the same way a rise on the stock 
market can only be due to the fact 
that shares have reached a low figure 
and they have now risen, because of 
intelligent buying, to a fair price. 

Nevertheless, stock markcis are 
often accurate long time prophets 
and the present stock exchange boom 
may be a forecast of a favourable 
industrial upturn in six to nine 
months’ time. 

‘At the present moment, however, 
there is in America no marked in- 
crease in production, no increase in 
retail sales figures, no improvement 
in power and electrical consumption. 
Yet there are stirrings: favourable 
reports from this and that source are 
increasing. Certainly there are 
signs of reviving confidence, bui we 
say again that we cannot sec, as yet, 
signs of real industrial improvement 
in American business this year. 


Yet, because of the stirrings we 
have mentioned, the American situa- 
tion needs closely watching. Recovery 
in America comes very quickly and 
when if comes it will affect the whole 
of international trade. 


July, a Marking- 
Time Month 


usiness progress showed a definite 

marking-time tendency in July. 
Exports were less than the previous 
month and less than the same month 
a year ago, whereas June were slight- 
ly above. On the other hand, 
imports were down in a much bigger 
proportion than exports. 


Retail sales in July were down 6.3 
per cent., which is the largest de- 
crease since November last. The 
June figures were only 3.8 per cent. 
down on the previous year. 


Unemployment increased very 
slightly; probably the decrease in 
mining employment alone entirely 
accounting for this. The industrial 
production of the United Kingdom, 
which is estimated only quarterly, 
was 2.2 per cent. greater than a year 


Nes anal tt nnr nant lane thaw ¢t.- 


efforts and forward-looking plans are 
necessary, for all the developments 
during the summer of 1932 have been 
good. Lausanne, the conversion 
loan, Ottawa, decreased imports and 
increased financial stability. 


Labour Troubles May 
Increase Unemployment 


he cotton operatives are being 

nearly as badly led to-day as the 
miners were six years ago and, 
perhaps, there is also a parallel 
between the policy and actions of the 
cotton employers to-day and the 
mine-owners six years ago. 

A big strike of cotton operatives 
would mean a setback to the upward 
flow of trade. Such a strike would 
be a failure just as the miners’ was, 
for a certain reduction in wages is 
bound to come either now or at the 
end of a costly strike, but the cotton 
industry and the business community 
that are affected by it must not feel 
that their troubles are solved if they 
secure a reduction in wages. Many 
more changes are necessary to put 
the cotton industry back on the way 
to prosperity, and it is up to the 
management and proprietors to bring 
about these progressive changes. 

Reduction inlabourcosts is certainly 
one of the necessary changes, and 
the management is right in endeav- 
ouring to secure it. But it must, one 
by one, take other steps to bring 
down costs, modernise the industry, 
and bring about increased sales. 


Foreign Capital Employing 
British Labour in 150 New 
Undertakings 


ince the change in British tariff 

policy was introduced last year, 
about 150 new undertakings have 
been started in England by, or with 
the assistance of, foreign concerns, 
about 20 of them during the !ast 
two months. This does not include 
the new all-British industries estab- 
lished. for supplying goods hitherto 
imported. 


- At the moment new tnanirtes have 


ings by foreign firms in this country 
in the course of a single year is pretty 
good going, and shows not only how 
valuable a market this country is 
considered abroad but gives some 
indication of the profits which must 
have been made out of us in the past. 

It is hardly to be expected that the 
same number of undertakings will be 
repeated during the coming year, but 
foreign firms who have the matter 
under consideration are receiving 
every assistance. The L.N.E.R. 
Industrial Advisory Service for in- 
stance is doing much good work, 
having just arranged for a large 
factory, promoted by Germans, to 
be erected at Grantham for the mass 
production of rubber shoes, where it 
is expected that 1,500 hands will be 
found employment, and also arranged 
for another factory in which British 
and Austrian interests are concerned, 
to be built at Hull for the manufac- 
ture of household wooden articles 
hitherto imported. 

Foreign capital employing British 
labour to manufacture goods pre- 
viously imported will help swell 
business activity and employment. 


Progress the Forerunner 
of Prosperity 


he invention and perfecting of a 

process for the treatment of cotton, 
artificial silk and silk textile fabrics 
so as to render them creaseless; a 
substitute for petrol which gives 
greater power unit <nd costs only 45 
per cent. of the price of petrol; and a 
new method of converting latex ints 
powder for the treatment of rubber 
roads; all these are in the news this 
month. 


Thus the scientist and the inventor 
continue to break down barriers and 
overcome difficulties, and to create 
new outlets for industry and trade. 
As we said last month, new industg 
odressing th 


rent a teleprinter, with a switch to 
change from telephone to teleprinter 
communication, at an annual rental 
of £65. This charge covers in- 
stallation and maintenance by the 
Post Office. Subscribers to the 
exchange pay the normal telephone or 
teleprinter cal! charges. 


Some indication of the value of the 
teleprinter as a means of rapid and 
accurate communication was illustra- 
ted at the British Industries Fair last 
March, when messages were ex- 
changed between the London and 
Birmingham sections of the fair 
without the slightest diffculty in a 
few seconds. 


Doing the Other Man’s 
Job is Uneconomic 


he decision of the London, Mid- 

land and Scottish Railway to 
cease manufacturing its own steel is 
to be welcomed rather than regretted. 
The steel requirements of a company 
such as the London, Midland and 
Scottish are probably not enough to 
keep a separate steel manufacturing 
unit running on an economic 
basis and, even if they were, 
experience has shown time and 
again that it is most profitable 
to get on with your own job 
and let the other fellow do the 
same. 


Too many firms are afraid that they 
are allowing a supplier to make a 
proht which they might retain for 
themselves if they made the goods; 
whereas the truth is that the “profit” 
they are paying the independent 
manufacturer 1s only a fair payment 
for his special skill and facilities and 
capital. Many of us have found we 
can buy special articles or services 
outside our own line much cheaps 
tha roduce the 














A Chance for British Hands— 
If Our Costs are Right 


uring the next eight years the 
Egyptian Government is plan- 
ning to spend over £12,000,000 on 


capital works of first-class importance. 


to this country. 


A barrage is tu be erected on the 
White Nile, 25 miles south of 
Khartoum, to provide Egypt with 
extra summer water, and work is 
to begin on this some time next 
year. The barrage will cost about 
£4,000,000. Tenders are required 
by November and the order will be 
placed in February. The rest of the 
£12,000,000 is to be spent upon 
further improvements and no time is 
to be lost in placing the contracts. 

Here is a real chance for British 
engineers, especially as the Egyptian 
authorities apparently intend that 
British engineers and British 
manufacturers shall have every 
facility for securing the work. But 
we cannot hope to secure prefer- 
ence unless our price is right. 
This is the most important point of 
all for those who are tendering. Sir 
Arthur Sutherland, speaking on the 
price subject in Newcastle recently, 
pointed out how we lose contracts on 
price. He quoted an example of a 
ship-repairing contract which went to 
Rotterdam for £16,000. Our lowest 
tender was £23,000! 


Wool’s Sound Position as 
an Empire Product 

early one half of the world’s caw 

wool and over two-thirds of the 
wool entering world trade is produced 
within the British Empire according 
to the “ Wool Survey ”’ recently 
issued by the Empire Marketing 
Board. The world's sheep population 
is estimated at nearly 800,000,000 
head, of which about one-third are in 
the Empire. They produce between 
3,500,000,000 and  4,000,000,000 
pounds of wool per annum, and of 
this amount about 1,500,000,000 
pounds comes from Australia, South 
Africa and New Zealand. 

The figures quoted in the Survey 
show that there has been, on the 
whole, little variation since 1926 in 
the consignments of raw wool 
from producing to manufacturing 
countries, and there would appea: to 
be no abnormally large accumulation 
of stocks of raw wool in the principal 
exporting countries. 


Commercial Barter Comes 
Nearer Home S 


eciprocal trade, or commercial 
barter, has not so far been taktn 
very seriously as a solution to finar- 


FOR SEPTEMBER, 1032 


cial problems, but the action of the 
Grimsby Incorporated Chamber of 
Commerce and Shipping who have 
addressed a letter to foreign lega- 
tions, clearing houses, consuls, and 
chambers of commerce throughout 
the world, announcing the creation ol 
a barter bureau at the offices of the 
Chamber, shows that even in this 
country barter is now being seriously 
considered for trade purposes. 


The letter states that the sterilisa- 
tion of gold in certain creditor 
countries has caused a shortage of 
this medium of exchange in maav 
other countries throughout the world, 
and is forcing them to put an 
embargo on the exports of exchange 
as well as to restrict imports, thus 
greatly increasin gthe difficulties of 
merchants and traders. Such difficul- 
ties, the letter continues, are fostering 
the desire for the development of the 
principle of trade reciprocity as well 
as means for overcoming the lack of 
a workable medium of exchange, such 
as gold, 


It will be interesting to see if the 
Bureau does much business, and to 
hear the first report of the committee 
representative of the various import- 
ing and exporting trades connected 
with the port which has been 
set up. On the face of it a return 
to barter methods appears retrc- 
gressive, but perhaps experience will 
prove otherwise. 


British Cars May Expect 
a Record Year 


month that the 

transport industry is to-day 
employing more men than ever 
before, and substantiated this claim 
by pointing out the rapid develop- 
ment of the motor industry and its 
far-reaching effects upon allied trades. 


Now comes further proof of the 
ever-increasing activities of the motor 
industry. Manufacturers are issuing 
their 1933 programmes and, even 
before the Motor Show, are receiving 
an overwhelming response from the 
public. The Standard Company's 
announcements, for example, have 
led to the booking of contracts for 
more than 32,000 cars at a total value 
of over £6, 000,000, with the result 
that the factory is ‘engaged for the 
whole twenty-four hours per day and 
employment given to many fresh 
hands. 


Other manufacturers are very 
nearly in the same happy position, 
and there is every indication that the 
coming season will make fresh 
records for an industry which has 
been steadily developing since the 
motor car became popular ten years 


ago. 
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THESE NOTES, with the 
BUSINESS Weather Map, re- 
veal at once the general commer- 
cial situation of Britain. The 
map shading indicates the un- 
employment in the various areas 


NORTH-EASTERN DISTRICT 


Coar: The situation remains unaltered. 
There is little demand forindustrial su pp! ies, 
and the forward orders for household coal 
are not encouraging. COKE is in the same 

ition. SHIPBUILDING is no better than 

t month, which means it is practically at 
a standstill, neither is there much work 
about for ship-repairers. IRON AND STEEL 
are, if anything, slightly better owing to the 
temporary tariff, but there is really very 
little change. Large stocks of pig-iron are 
œ still on hand. Gratin remains quiet, and 
prices tend to drop. Woot remains the 
same. Industry and Trade in the whole 
area show few signs of revival, and the 
for the winter is gloomy. Un- 
employment continues to increase. 
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NORTH-WESTERN DISTRICT 


IRON AND STEEL are a little more hopeful 
but business is still slow. The import duty 
has had some influence but not enough to 
bring about a definite revival. Severe 
competition continues, and there are still 
supplies of foreign material in stock. 
Cotron is under a heavy cloud. The 
wages dispute has made the situation 
worse, and orders continue scarce and at 
uneconomic prices. GRAIN is very little 
changed. TIMBER is experiencing a slack 
period, and prices are tending to drop. 
There is little forward buying. ENGINEERING 
maintains the improvement noticed the 
last month or two, but progress is slow. 
WooL remains as before, but improvement 
is looked for in the near future. Enquiries 
are more numerous, both for home and 
abroad. LEATHER is still quiet, with no 
forward buying. 


MIDLAND DISTRICT 

IRON AND STEEL show some signs of 
activity, but prices have not yet found a 
level, and there is still a lot of under- 
cutting. Some improvement is looked for 
during the next few months, but only in 

Percentage Unemployed 

IO + 15%. | 
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home trade. There are few prospects of 
obtaining worth-while export orders. The 
TINPLATE market is a little brighter. 
ENGINEERING remains quiet and com- 
petition severe. ELECTRICAL ENGINEERING 
has maintained its improvement with small 
stuff, but the heavy side of the industry is 
no better. There are few large orders to be 
had, and unemployment is increasing. 
Moror Cars are active in preparation for 
the new season. The light car trade is 
decidedly brisk, and heavy and commercial 
vehicles are in steady demand. The 
Standard Company has received contracts 
valued at over six million pounds, and 
other manufacturers are booking well 
ahead. Motor cycles, too, are in demand. 
HARDWARE business is no better, and 
prospects remain depressing. Orders for 
Boots AND SHOES are few and far between, 
but there is more optimism about than has 
been felt for some time. Hostery is ready 
for a seasonal revival, but orders are slow. 
TIMBER AND CHEMICALS remain as before 
timber prices tending to drop. 


SOUTH-WESTERN DISTRICT 


FURNITURE still holds its own, though 
orders are by no means plentiful and trade 
isonly fair. LIGHT ENGINEERING maintains 
its optimism, but orders are no better than 
they were last month. TIMBER is not 


GLOVING is little better, with few 
forward orders for the winter. GRAIN 
prices are poor, and demand slow. 


EASTERN AND 
SOUTH-EASTERN DISTRICTS 


AGRICULTURE is a shade more active. 
The curious mixtures of weather experienced 
this year have made crops difficult, but 
yields will be little below the average. 
CHEMICALS continue fair. LIGHT 
ENGINEERING is still moderately good. 


SOUTH WALES 


IRON AND STEEL are depressed, there being 
few enquiries and fewer orders. Galvanised 
steel sheets are in a bad way. COAL AND 
Coke have hardly maintained their slight 
improvement, only anthracite being in 
demand, mainly on Canadian account. 
SHIPPING remains the same. 


SCOTLAND 


AGRICULTURE is still improving, though 
slowly. Crops are good demand 
steady. Jure is slack. Coat remains 
dull, orders being scarce, with practically 
no forward buying. IRON AND STEEL 
remain de , and SHIPBUILDING is no 
better. oot and HosriEry remain fairl 
active in the home market, but export is 
no better. Live Stock remains steady, 


NORTHERN IRELAND 


Fax is no better, and prices still tend 
to weaken. SHIPBUILDING is badly in need 
of fresh orders, and there is little pars 
repairing about. AGRICULTURE is fairly 
gogi 


SOUTHERN IRELAND 
Trape remains depressed and the 
-ituation is as uncertain as last month. 
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Tee BROADER VIEW... 


O I wonder if our dis- 
ur gruntled customers re- 
Neglected ceive too much attention, 

$ in proportion to their 
“ Silent < 


importance? We take the 
Customers” satisfied customers for 

granted, and are perhaps 
to much inclined to ignore them, though 
actually it is these customers who are 
the mainstay of our business enterprises. 

The head of a chain of high-grade 
hotels once told me that the hotel guests 
who complained did not worry him at 
all—it was the silent patrons who were 
his chief concern. 

The reason, he said, was that dis- 
gruntled guests are outspoken. They 
tell what is on their minds. But the 
great majority are silent. They leave 
after a few days or weeks, without 
indicating what they think of the hotel 
services. Perhaps they return, or per- 
haps they go elsewhere when they next 
visit town. The management does not 
know. These silent customers are more 
of a worry to this keen business man 
than the disgruntled ones. 

How many of us are too concerned 
with the few who complain, and too 
indifferent about the many who say 
nothing? Whether in the field of distri- 
bution,. or manufacturing, or servicing, 
is it not our silent customers who should 
be our chief concern? 


It was not until I had 
written advertising copy 
and sales promotion 


The 


Wedge literature for many 
5 years that I discovered 
of Selling how copy should be 


written and how sales 
should be made. I stumbled upon this 
crystallisation of the method while 
reading Garett’s novel, ‘‘ The Driver.” 
Into a single sentence he packs the entire 
philosophy when he writes thus about 
one of his characters: ‘* He moulded an 
argument in the form of a wedge and 
then hit it a sledge-hammer blow.” 
That is the way advertising copy 
should be done! 


After struggling with the 
problem of getting the 
most out of that part of 
my reading time that | 
devote to books, and 
trying various schemes, 
l have finally worked 
out a plan that suits me admirably. | 
keep three books going at all times— 
one a very old one, one a comparatively 
recent but seasoned one (say three to 
five years old), and one so modern that 
the ink has scarcely dried, ° 
This plan has many advantages. It 
satisfies my natural craving to know tife 
old classics; it works in some of the 


A Business 


Man’s Read- 
ing Plan 
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better books of proven worth; and it 
keeps me abreast of the thought and 
literature of our fast-changing times. 
Also, by keeping three books going all 
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the time, one of them is sure to fit into 
any mood I may be entertaining, and | 
find I get more books read than 
formerly when I had to be in the mood 
for the single book I happened to be 
reading. | recommend this plan to 
business men. 


One Sunday morning |! 
was breakfasting with 
“ Chic *’ Sale, vaudeville 
artist in the United 
States, and we were talking 
of the temperamentality of 
audiences. 

* Funny thing,” said Mr. Sale, ** but 
if you drop anything—even a piece of 
paper—on the stage, or kick up a rug, 
or knock anything over, you absolutely 
lose your audience until you've picked 
it up or fixed it. It worries the whole 
house."’ 

An interesting comment on human 
nature, | thought, and also on the 
importance of watching the minute 
details in serving people, whether we 
happen to be serving them entertainment 
or groceries or motor-cars or petrol, | 
suspect that every actor knows a great 
deal about human nature that would be 
helpful to business men. 


What 
Every Actor 


Knows 


A group of business men 
were discussing a rather 
extensive programme of 


The Talk 


of the research into a new field. 
Ind At last they reached an 
ustry agreement to go ahead, 


and the problem became 
merely a matter of engaging a man to 
lead the project, 


Several possible candidates were men- 
tioned—all prominent research men who 
had won their spurs in various kinds of 
investigations. At last the silent man 
in the group spoke. 

“ Gentlemen,” he said. “ We want 
the best possible job done, do we not ? " 

Everyone nodded agreement. 

‘ Then,” this * shrewd psychologist 
continued, * I suggest that we take 
none of these men who have been 
mentioned. What we want is @ man 
with the proper scientific background, 
but who has never attempted such an 
ambitious investigation as this. First, 
because such a man has his reputation 
to earn, and will concentrate all his 
time and effort on our problem; and 
second, because we want our report to 
be known for its subject matter, and 
not for its author.” 

The report that resulted is still the 
talk of that industry. 


i The general manager of 
Selling a well-known mail-order 
Value of a house was one day 

looking over a catalogue 
Good page devoted to folding 
Name leather writing portfolios. 

One of these had been in 
the catalogue for three years and had 
not sold as well as had been expected, 
in view of the exceptional value it repre- 
sented. It had been featured each year 
as a ‘* Special Value,’’ but in spite of 
this term, which ordinarily worked 
magic in the catalogue, it had barely 
paid for its space. 

“* What shall we do to make this 
writing portfolio sell ? ° he asked one 
of his associates. ‘‘ Cut its price ? " 

“* No. Give it a good name.” 

“ Such as——."’ 

The other man studied it for a minute. 
“* Such as * Deskette "—it is so com- 
plete,” he suggested. wy 

That season the portfolio was run in 
the catalogue at the same old price but 
under the name ** Deskette."’ Immedi- 
ately it became one of the best paying 
items on the page. 

A good name gives any article indi- 
viduality and tends to lift it out of 
competition, 


> + 


All a man has to do to live suddenly 
and unexpectedly a big life, says my 
good friend, Gerald Stanley Lee, is to 
have suddenly a big motive. 

ij t + 

A man should not get discouraged 
when he finds his job a little bigger than 
he is. For almost every jeb in the world 
has to be tackled by somebody who isn’t 
quite up to it. 
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This Simple 


Records File 


INCREASED our PROFITS 


Detailed performance records of our machines 
AFTER they were in customers’ hands gave 


us a store of valuable 
This is how we collected the data 


prospects. 


data for further 


by J. MacBRIDE 


e sell twelve different types of 
machines for,steel goods manu- 
facture. One of our difficul- 


ties has been that we have never had a 
technical record of the performance of 
any machine after it has been sold. We 
have, of course, had our complete record 
of sales the same as any other manu- 
facturer, but frequently we have wanted 
to look up the record of a machine, 
particularly if it was one which had been 
made for a special purpose. 


Whenever we wanted to find out any- 
thing about a machine, say, six months 
after it had been sotd, we had to search 
through files of correspondence. There 
was nothing terribly wrong in this 
system but it sometimes happened that 
we wanted to refer to a machine sold 
two or three years ago. Our corre- 
spondence was filed alphabetically, we 
had probably forgotten the name of the 
customer who had bought that machine, 
so many hours of time were wasted in 
searching the files. 


To overcome this difficulty we insti- 
tuted a simple card filing system. We 
used cards measuring about 10 by 8 
inches. Whenever a machine was sold 
its serial number was inserted at the top 
of the card, and the whole filing was 
done in type and serial number rotation. 


On this card was entered the name of 
the customer, date sold, price and any 
outstanding particulars. Then, in a 
space reserved we put full details of the 
job the machine was to do. In con- 
junction with this file we had another 
small file, a tickler file. When a 
machine was sold its serial number was 
put on*one of these small cards and this 
was filed forward three months. It was 
a clerk’s special duty to look after these 
two files. Every day he would go to 
the tickler file and take out those cards 
which were due for attention. He would 
send a standard letter to the customer, 


enquiring about the machine. The 
letter was as follows :— 
On —— we dispatched to you a 





machine. Our interest in your machine 
does not end with its installation. Our 
technical department endeavours to keep 
a record of how satisfactorily every 
machine is working. Would you help 
us to maintain the record of your 
machine by telling us just how you find 
it? Any facts, figures and the opinion 
of your engmeer would be much appre- 
ciated. For your convenience we have 
enclosed a stamped addressed envelope. 
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This letter was always signed by the 
technical director, and it almost invari- 
ably brought a full reply. 


From this we reaped two_ big 
advantages. We not only got all the 
information which we needed for the 
filling up of the large technical card, but 
it also formed a valuable direct contact 
with a good customer. It was definitely 
a gesture of goodwill which worked very 
much in our favour. When replying to 


© 


Product 


Is Your 


these enquirics of ours, customers quite 
frequently gave not only the facts and 
figures asked for but, in addition, gave 
excellent testimonials of the machines 
concerned. These, with due permission, 
of course, we were able to make good 
use of in our advertising matter. 


Our machine history file was also of 
use to us in another way. If a prospec- 
tive customer asked for the possibilities 
of the machine for a special job we could 
go to the file and turn up the history of 
a machine which was already doing 
similar work. From this we could get 
the actual facts and figures of per- 
formance under real working conditions. 
Frequently, too, we could quote the 
testimony of a manufacturer who was 
already using just this type of machine. 


Such specific reports always had a 
favourable effect on the enquiring 
prospect, 


This filing system takes only a few 
minutes a day te keep up to date. Apart 
altogether from the convenience which 
it offers in the office, we know definitely 
that it has had a most favourable 
influence on sales. 


in Step 


with MARKET CHANGES? 


by HARRY M. CLINTON 


the technical product which is kept up 
to date so far as scientific advance- 
ment is concerned thereby also keeps 
pace with users’ demands and require- 
ments. In a great number of cases, 
however, keeping strictly in line with 


| t is generally thought in business that 


technical progress does not necessarily 


keep a product saleable. 


I came instance of this 
recently. 


saw manufacturers. 


across an 


It concerned a firm of hand- 
For fifty years this 











firm had been making hand-saws, the 
best of their kind. Yet despite its ample 
research department, its clever craftsmen 
and its policy of taking full advantage 
of all the latest developments of the steel 
industry and methods of saw manufac- 
ture, this firm saw its markets 
dwindling. 

Why? 

Investigation showed that the largest 
saw users, men in the wood-working 
trades, were having more and more of 
their work done by mechanical power 
saws, new types and designs of which 
were adapted to replace hand work. 

It was simply a case of market 
change. The hand-saw even of the most 
modern and scientific pattern no longer 
fulfilled the requirements of its former 
wide market. 


‘ 
What was the remedy? 


BUSINESS 


Obviously, to find and push other 
uses for the up-to-date hand-saw. In 
other words, to find new markets. 


The company turned at once to the 
huge body of householders, the general 
public, who all need to' use a saw at 
some time or other. 


This market had, of course, always 
been supplied, but in a quite passive 
manner. What moderate demand there 
had been was met, but without sales 
push of any kind. To attack this new 
market in earnest, however, an entirely 
new range of saws was got out. These 
were in four standard sizes, reckoned to 
cover the whole range of domestic needs. 


The new set of saws was put up in a 
display set suitable for retail distributors’ 
counters or windows, and prices were 
lowered slightly to suit a popular 
market. The display set was designed, 
not by a saw-maker or a carpenter, but 
by an artist. The company sought the 
services of one of the best display artists 
in the country. Incidentally, this artist 
suggested, too, that the saws in the 

ler sizes should also be produced 
with handles finished in bright-coloured 
cellulose paint to appeal to women. The 
company at first thought this idea 
ridiculous. The artist maintained, how- 
ever, that thousands of women to-day 
were “ handymen ”’ about their houses 
and were large potential users of saws. 
The company decided to risk it and, as 
the publicity manager told me the other 
day, the risk was entirely justified. 
Although the sales of saws to women are 
by no means phenomenal they constitute 
a quite substantial line and a useful 
addition to the bulk sales. 


A fresh advertising campaign launched 
this new line of saws. The media used 
were mainly national home periodicals 
and magazines. A specially written 
four-page illustrated booklet was distri- 
buted to all dealers and every one of the 
firm’s salesmen carried a sample set of 
the saws in his car. 


The four-page booklet was devoted 
entirely to helping the dealer improve his 
sales. The high quality of the methods 
of research, testing and manufacture 
were described in order to emphasise 
that, though the saws were offered to a 
popular market at a popular price, the 
quality was identical with that offered to 
professional users. The booklet also 
contained illustrations showing the most 
effective means of arranging the display 
sets in windows and on counters. The 
whole was produced in photogravure, 
and most attractively laid out. It was 
definitely a piece of propaganda material 
which would hold the dealer’s attention. 


The strong feature of the press 
advertising, too, was the quality factor, 
` and that the saws were sold with the 
game guarantee as were those sold 
professionally to the wood-working 
trades. 


Among the dealers, no distribution 
was made among the cheaper class hard- 
ware stores or bazaar type stores. 
Selling was confined strictly to legitimate 
cutlers, tool merchants and the high-class 
hardware dealers. Thus the status” of 
the product was kept at a high level. 
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The result of the first three months’ 
trading along these new lines far 
exceeded the manufacturer’s estimate. 
Gross sales were increased by over 
ninety per cent. It was just another 
instance of noticing a market change— 
and acting upon it. 

The old professional market, of course, 


£ 


was by no means neglected because 
other and wider fields had been dis- 
covered. The wood-working trades still 
needed plenty of hand saws of high 
quality. It simply meant that a little 
research and initiative converted the 
propects of this business from a gradual 
decline to steadily rising prosperity. 





We Give Our Enquirers a 





MADE-TO- 


MEASURE 


Catalogue 


by E. A. MANSFIELD 


s manufacturers of a wide range 
of small parts for textile, marine, 
automobile and other engineers, 
we found it very expensive in these 
times to produce our usual general 


catalogue of about 1,500 pages. 


In the past this catalogue has always 
been divided roughly into various 
sections, but was printed and bound in 
one cover. We knew, of course, that 
an enquirer in, say, a textile firm would 
probably not be interested in parts from 
the mafine engineering section. But 
enquirers for catalogues do not always 
state exactly what they do want, and we 
always went on the principle that it is 
better to supply more rather than less 
than is asked for in the matter of 
information. Every enquirer, therefore, 
got our complete catalogue. 


In the search for expense reduction we 
estimated that if we could send each 
enquirer only that part of the catalogue 
in which he was actually interested we 
should save about £250 a year in 
printing and a further £90 or 4100 on 
postages in this country and abroad. 


The only way we could produce 
separate sections in this way was to 
make up the catalogue on a loose-leaf 
pattern. Our publicity department 
ordered the printer to send us a complete 
set of proofs of our catalogue pages, 
each page on a separate sheet. The 
publicity manager then sought the co- 


_ operation of one of the technical men 


and the two spent a whole month 
cutting out and pasting up the various 
illustrations, sectionalising the catalogue 
so that each part was absolutely self- 
contained. Special products which 
belonged to no particular section were 
given separate pages to themselves. 


When this was done each section was 
serially numbered and paged separately. 
We decided to print on one side of the 
paper only, so in order to reduce the 
expense we used a much less costly paper 
for all those pages on which line blocks 
only were printed, keeping to an imita- 
tion art for pages on which half-tones 
were printed. In compiling the pages 
we separated the line blocks and the 
half-tones with this object in view. 


The printing order was placed for so 


many each of the separate pages. When 
these came to hand we had a series of 


special bins made to act as a file. The 
pages were all filed away in their 
sections, each section being clearly 
labelled. 


When an enquirer now asks us for a 
catalogue we judge by his letter heading 
what section he is interested in and we 
send him that one. We also enclose, 
however, a small sheet, produced on the 
office duplicating machine, giving a full 
list of the other sections together with a 
note intimating that if the section sent 
does not answer all requirements we 
shall be pleased to forward any of the 
other sections the enquirer may care to 
quote by number. 


In our advertisements, too, instead of 
inserting a general invitation to © send 
for catalogue,” we include a detailed list 
of the various sections, asking the 
enquirer to indicate precisely which 
section he wants. 


It takes very little time now to go to 
the bin-file and make up any kind of 
catalogue. Some enquirers want only a 
few pages, others may want as many as 
twenty or fifty, others may require only 
a couple of pages dealing with some 
special product. 


All pages were punched with two 
holes in the centre of the left-hand 
margin. We had manila covers made 
with corresponding holes. All"we had 
to do, therefore, was to put the pages in 
the covers and knot them loosely with a 
short length of green tape provided for 
the purpose, 

We can now give each enquirer or 
customer a ‘f made-to-measure ° cata- 
logue at a fraction of the cost of the old 
1,500-page general list. 

Another point about these separate 
pages is that we do not keep a heavy 
stock of any of them, but only just 
sufficient for current needs. Fresh sup- 
plies can be obtained from the printer in a 
faw hours, and if by any chance the prices 
or details of any item have changed, the 
necessary alterations can at once be 
made in the printing formes. We do not 
have to resort to the inconvenient 
“ alteration in prices '’ slip printed 
separately anddnserted as a loose inset, 


at 


LOST AND FOUND 





If you do not secure the 
return of your 
it may be necessary for 
you to buy another one. 


May we draw your atten- 
tion to our splendid selec- 
tion of quality £ 
which are marked at prices 
so low that the cost of 
your unfortunate loss will 
be less than you anti- 
cipate 


MACKY, LOGAN'S 


It will cost you less at Macky, Logan’s 


The card ts left blank until a suitable 
“lost” advertisement appears. The 
name of the article, If ttis sold by the 
store, is then filled in. In this case 
we have “ringed” the word inserted 


A Profitable Use of the Lost 
and Found Column 


A well-known store in Auckland, 

.2., gets a considerable amount of 
extra business through the idea ex- 
plained by this card. A clerk every day 
watches the “Lost and Found” 
columns of the newspapers. Wherever 
he finds an announcement of something 
lost which is of a kind which can be 
bought anywhere in his store he cuts 
out the advertisement, pastes it on the 
special card shown here and posts it in 
a plain envelope, either to the adver. 
tiser’s address or to his box number. 
The card is printed and has blanks for 
the insertion of the particular article 
lost. ° 


Dealers Try Window Displays 
Before Ordering 


T“ Yes, it’s a nice display, but how 
“shall we get the dealers to use it? ” 
This question has been answered in an 
origina] way by an American refrigerator 
manufacturer. Before a new window 
display was ready for distribution (a 
display which was subject to the 
dealer’s order and a nominal charge), 
small models of the units composing it 
were posted to all dealers on the 
company’s books. These models were 
easily set up on the dealer’s desk for his 
examination. The miniature when set 
up measured twelve inches high and 
eight wide The units of the model 
folded down flat for easy posting 
Instructions fo? setting up the model 
include a sales message inviting dealers 


= to apply for the actual display A return 
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_.. IDEAS 


post-card for orders is included. A 
record number of orders was received, 
and as dealers had to pay for the displays 
there was no waste. 


This Card Makes and Keeps 
Satisfied Customers 


qThis “ courtesy card’? is a strong 
builder of goodwill for a south-coast 
garage. Customers parking their cars 
come back to find the card hooked over 
the spark or throttle control on the 
steering column or on the dash. The 


GOOD MORNING 
Your Steering Wheel is Clean. 


We havi 


Filled your Radiator. 
Cleaned your Windscreen. 


Your Petrol Tank x. m- full, 


& ORK 
Your Ont { N Neg gaat A epleniabitie 


THANK YOU 
(Sane athar mda i 


GOODBYE 


message is self-explanatory and indicates 
that the proprietor has given the cus- 
tomer individual attention. The report 
as to petrol and oil when filled in is 
useful and leaves it entirely to the 
customer as to whether he will buy or 
not. Usually he does. The reverse side 
of the card reads: * We earnestly try to 
impress our employees with the import- 
ance of real service and courtesy. When 
things don’t go just right, instead of 
silently blaming us or telling the otter 
fellow, tellus. You’ll find us in a hurry 
to make your stay with us a happy 
one,” 


A Catalogue which Really 


Assists the Buyer 


QA firm specialising in gear maru- 
factures has produced a catalogue which 





is ‘‘ out of the rut ” of trade catalogues. 
With admirable clearness it gives the 
full chemical analysis and physical 
properties of the special bronzes which 
it makes, indicating exactly how and 
why certain bronzes should be stipulated 
for certain jobs. It is a definite move 
to educate and help the buyer. A charge 
of one shilling is made for the catalogue. 
As a text book alone it is worth it. 


Lengthens the Life of 
Typewriter Ribbons 


Git is, of course, well known that 
apparently worn out typewriter ribbons 
can be considerably freshened if a few 
drops of typewriter oil are put on and 
allowed to soak in for some hours, say 
over the week-end. Ribbons which are 
actually cut through should not be used 
again. 


A ‘‘Catalogue-Coupon ’ 
Increases Sales 


One hundred and seventy-one direct 
inquiries were received by the Oliver 
Farm Equipment Sales Company in 
reply to the coupon illustrated here, 
giving prospects for sale of over 350 farm 
machines. Like many other concerns 
the company has many items in its 
catalogue. It cannot afford to devote 
an individual advertisement to each line, 
but it wants direct inquiries for specific 
lines. The coupon meets the difficulty. 
The major tools in the line are featured 
in the copy of the advertisement itself. 
The coupon at the bottom contains small 
illustrations of other associated selling 
lines. The coupon is varied to fit the 
needs of different territories covered by 
the various farming journals used, and 
to meet seasonal demands. In each 
advertisement the address of the nearest 


j Chron bout a el he 


madio OLIVER F CQUPLAENT SALES 
CO, 33 Jones R Rochester, 


Rochester, N Y 1410 Mariero Y, Hamry Pa 


BUSINESS 


we 


branch house in the territory is given. 
Each branch keeps a careful record of 
inquiries received, and at the same time 
checks up the actual resulting sales. 
This idea could easily be adopted in 
many branches of the hardware, 
chemical and other industries. 





A “Facts and Figures” Wallet 
for Technical Salesmen 


@Salesmen of a German concern selling 
engineering plant use a celluloid pocket 
its various divisions are 


wallet. In 





The transparent celluloid of this 
wallet enables its contents to be seen at 
a glance. Instant reference can thus 
be made to technical data. Each com- 
partment, however, has a coloured 
identification tag 


placed cards carefully compiled by the 
firm’s technical department showing in 
detail records of the performance of 
various machines. When talking to a 
prospect the salesman can instantly refer 
to any machine and quote facts and 
figures. The written figures and drawn 
charts have proved more effective than 
the same data printed in a catalogue. 
The cards, moreover, can be altered or 
added to at any time, an advantage not 
so easily enjoyed with printed matter. 
Though each pocket in the wallet is 
labelled, the transparent celluloid makes 
it doubly easy to find the required record 
instantly. 


_A One-Day Idea which Boomed 
this Department ° 


@To call attention to new ranges of 
materials in its tailoring department® a 
prominent store in New Zealand adver- 
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tised, for one day only, five special suits, 
made to measure, at an attractively 
reduced price. Advertisements announced 
that the first suit would be offered 
between 10 and 1r a.m.; the second 
between 11.30 and 12.50, and so on at 
various times until 8.15 p.m. The idea 
was to give a convenient hour to every- 
one. It attracted a record crowd to the 
department throughout the whole day 
and certainly popularised the whole 
range of new materials. 

Many customers who failed to secure 
one of the bargain suits 


seeing the materials. 


Speeds Up 


Drawing 


This “drafting” machine 
saves time and money 
by relieving the 
draughtsman of the 
constant reaching for, 
handling and alignment 
of T-square, set square, 
scales, protractor, 
eraser, etc. What the 
typewriter and the cal- 
culating machine does 
for the general office, 
this appliance does 
for the drawing office 
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have come across 


Yet Another Successful 
Catalogue Idea 


@An experiment with a catalogue re- 
cently made by a fashion house proved 
very successful. In the catalogue were 
featured not only the goods for sale, but 
editorial articles on dressmaking, toilet- 
ries, the trend of fashions, etc., all 
contributed by well-known women 
writers. The idea could well be 
followed by other trades. 
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lwin: Stockton says, efficient 

blant” for the office is as essential to 

ofits as is up-to-date equipment and 

hods for the factory. Now is 

» moment to check your existing 

uipment against the new season’s 

developments which offer to every kind 

of business better and cheaper facilities 
to create bigger profits 


erm “office machin- 

ad one. It is far 

in its implication. 

1isled business men. 

cutives in every 

are more and 

ing. and studying the 

antages of mechanised 

mer >There are, 

of active 

in terms of 

whose sole 

pewriter or 

fo, a da st , duplicating 
nachine and, perhaps, a postal 
Such men have heard of 
mechanical devices for the 


their ken, just amusing 
r the “efficiency crank.” 


juite inadequate term “ office 


What I want is 


a better selling at lower cost, quicker 
- and cheaper production, more prompt 
> and accurate reports, records and 
A 
stall, 


increased work from 


and. so on. 


my 
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~ “An Old Term which has 
: been Misleading 


daunched the term “ business equip- 
ment”? when the mechanised office 
‘ra began a few years ago then, 
yerhaps, business men throughout 
č land would have perceived the 
ie implication which lay behind 

es ion They. would have 


yt abreast of business — 


yt just as k 


“ More than ever to-day the progressive executive is recognising that 
the key to successful business administration lies in the application of 
modern methods and machinery. 
possible the profits which come from higher output, greater accuracy 
and lower costs. ee ae | 


“The office and the administration side of any business to-day, — 
whether great or small, is on exact parallel with the factory. | 


“ No factory can hope to compete in the present fiercely competitive 
field without the very best and most up-to-date in plant and equipment. 
How much more important, then, is it that the office, which is the ner 
centre and the driving force of the business, should provide itself wi 
the very best specialised equipment which is now available for ic? 


“Just what enormous developments have been made in the field o 
business machinery can be examined at the Business Efficiency Exhibition 
which opens in Manchester on September 12th. Ea 


“This display of ‘plant’ for the office has rightly come to be- 
important as any specialised exhibition of production machinery or raw 
materials. Executives are regarding it as the yearly opportunity to check 
up their administration equipment so that the ‘ control centre’ of the 
business, in other words, the office and its departments, can be made to` 


It is this machinery which makes f- 


function at the highest possible degree of efficiency and therefore profit.” 


equipment. They would have been 
as critically interested in the office as 
in the raw materials field and the 
factory. 


Business equipment is a vital factor 
in every kind of business to-day. It 
is aS Important to the profits of the 


one-man concern as to the great. 


corporation. Business equipment is 
the one thing to give that better 
selling, cheaper production, wider 
distribution, more accurate records, 
which every organisation needs to 
meet to-day’s conditions. 


Sir Herbert Austin’s success is 
only possible because he has the most 
complete and accurate reports of 
costs, production progress and sales 
constantly before him. He does not 
scrutinise these records weekly, but 
twice daily. 


not hours. 


a matter of minutes, 
‘Trace an Austin car from its birth 


Director, Lioyds Bank, itd. ` 
Director, Manchester Ship Canal Co. 
Chairman, Wr. Hoyle & Co., Led. ete. 


SIR EDWIN STOCKTON, Kt, 


requirements in a matter 


He pays 13,000 workers, again, in 
not hours. 


the planning department to its 
as a finished job at the end of th 


factory and it will be found the 
“business. equipment ’’ is respon 


sible for its profitable and speedy 

production. Doo 

Sales Control Methods which 
Reduce Costs = = 

Take Electrolux and Hoover, two 


of the best known selling organisa- 
tions in the country. How do they 


keep perfect control over such huge 





MORE EFFECTIVE CONTROL ou ž 


Here are 120 Appliances and Services. Some you already use, but which can you addio _ 
make your organisation a still better working uyit and a greater Profit-Builder? 
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Overhead Carriers Transport Control | ee 
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7 Time Clocks 3 T cuMachine Time Recorders . ee 
Ran STAFF CO NTROL ; Wages Paying Machines 
—Timing Devices Time-keeping Rate-fixing Checking Tallies 
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LIGHTING 
can 
INCREASE 
or 
CUT 
OVERHEADS 


he subject of lighting for all 
| industrial purposes is no longer 
the intangible, uncertain thing 
which many business men still 
regard it. It has “been developed 
until it is as definite a subject as any 
other industrial factor. There are 
facts and figures just as specific 
about lighting as about water or 
power supply. The only thing is 
that accurate lighting data is in the 
hands of a fewer number of experts. 
Whereas the intelligent engineer of 
any production plant knows the 
technique of the machines under 
control and the facts and figures 
relating to his daily job, not one 
engineer or business man in a 
thousasd knows even the elements of 
proper lighting. 


It is not, indeed, necessary for the 
“factory engineer or the office executive 
to know anything about lighting so 
long as he thoroughly realises (a) 
that lighting very definitely influences 
both the morale and the output of his 
staff, whether manual or clerical, and 
(b) that there are experts who under- 
stand exactly the facts and figures of- 
lighting and their precise bearing 
upon production, and (c) that these 
experts should be consulted just is 
naturally as experts in architecture, 
machinery installation or accountancy 
are consulted. e . 

I cannot make too much of the“ 
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In this bay of the Jantzen Knitting Mills, R.L.M. Reflectors with 300-watr 


lamps are used, spaced at 8 ft. centres, ? ft. 6 ins. from the floor. 


The 


intensity of light given on the working plane is about 11 foot-candles 


Which Does it Do for You? 


By F. T. POULTON 


point that lighting is a specific and 
highly scientific tool essential to every 
business, and every branch of the 
business. It is as specific aad 
essential as an adding machine, «. 
production machine or a transport 
unit. Neglected or mishandled, it is 
as inefficient as any of these three 
latter factors would be in similar 
circumstances and will cause just as 
much drag on a business. 


The following instances will fully 
prove this point, the cases are cited 
in a Government report : In a factory 
where assembling work was carried 
on the illumination was increased 
from 7 to 20 foot-candles (I will 
explain in a moment what foot- 


* 


Few business men realise it, but 
lighting is a “precision tool” 
for use in every branch of the 
business. As a precision tool, 
properly adjusted by experts, it 
is highly efficient in reducing 
costs and increasing output. 
Neglected or improperly used, it 
becomes a heavy drag on the 
business. 


candles means); as a result, output 
was increased by 33 per cent. The 
increased value of the work paid for 
the increased cost of lighting twenty 
times over. In another case, 
improving the already fairly good 
light in a textile mill increased output 
by 11 per cent. Here the extra value 
of the work paid for the extra cost of 
the light nine times over. Does this 
not show what a drag on business, 
what a barrier to profits is improper 
lighting? But you, as a business 
man, do you know whether your 
lighting units are adequate and of 
the proper type to give you a 
maximum of efficiency throughout 
your office and your factory? How 
do you know your lighting is not 
acting as a heavy load of useless 
“ overhead ’’ ? Most probably you 
do not know. 


But let me go a step further. Let 
me explain foot-candles. Much 
confusion exists between the terms 
candle-power ’’ and “ foot-candles.’’ 
The former refers to the power of the 
source of light and is not so 
important a factor as the latter, 
which is the amount of light actually 
falling on the object or surface being 
worked upon. 


é: 


Țhis latter, or “ effective Ìllumina- 
tion,” can be as easily and accurately 
measured as the temperature of a 
room. One of the many types of 


BUSINESS 


portable photometers now available 
will enable this to be done instantly. 


When one speaks of so many 
“ foot-candles,’’ then, one means the 
amount of light falling on the 
working surface, and this is the 
point which governs production and 
the efficiency of the worker. 


Very well, then; as “ effective 
illumination °” can be easily and 
properly measured and as the proper 
maximum effective illumination for 
almost every kind of work is known 
and tabulated, it is an easy matter 
to have your lighting tested. Experts 
who have the knowledge and the 
data will do this for you. 

As a guide, however, anyone can 
get the booklet issued by the 
Lighting Service Bureau, 15, Savoy 
Street, London, W.C.2, in which this 
data is published. The effective 
illumination needed for various jobs 
ranges from 8 foot-candles for rough 
work to 25 foot-candles for fine, 
close work. 

It is impossible in an article of this 
kind to describe exactly the different 
forms of lighting required for various 
jobs. The great point is to appre- 
ciate that lighting is a specialised 
“tool ’’ of business and that it is 
most efficient when installed by, or 
upon the advice of, an expert. You 
wouldn’t buy a new boiler, a furnace 
or a ventilating plant straight from a 
catalogue and fit it up yourself. You 
would first get expert advice as to 
which type was suitable, and then you 
would leave experts to do the fitting, 
you vourself only taking over when 
the unit had been finally adjusted 
for most economical and effective 
working. 

The same principle should govern 
your attitude towards lighting. Any 
of the reputable manufacturers or 
suppliers of lighting fit- 
ments will willingly give 
you this service. 


Speaking generally, 
however, interior lighting 
falls naturally into the 
following main divisions : 


1. For general offices, 
drawing offices and show- 
rooms. Here should be 
used general, diffused 
lighting obtained by 
using enclosed diffusing 
units or standard disper- 
sive reflectors in conjunc- 
tion with opal bulbs of 
adequate power. These 
give a soft, clear light of 


Hicon 
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10 to 25 foot-candles 
without shadows. 
9, For machine and z 


assembly shops; (a) gen- 
eral lighting with 
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FACTS 
YOU NEED TO KNOW 


ABOUT LIGHTING 


Ordinary sheet glass normally 
used for windows intercepts about 
22 per cent. of daylight entering. 


If windows are dirty up to 60 per 
cent. may be intercepted. 


Clean plate pe intercepts only 
10 per cent. of daylight, offering a 
saving in artificial light. 


Good white surfaces of office walls 
and ceilings reflect 75-80 per cent. 
of all light. If white objected to, 
use pale yellow or green, not blue, 
since blue falls to 35 per cent. 


Large electric lamps (300—1,000 
watts) are more efficient in light 
output per current consumption 
than 100 watt or smaller sizes. 


Dirty bulbs and reflectors reduce 
light by 25 per cent. 


In floodlighting, about 780 square 
feet of building front can be 
illuminated per unit of current 
per hour. 


A building 80 feet high by 100 feet 
long needs about nine 1,000-watt 
units for floodlighting. With 
current at 3d. this costs 2/3 per 
hour. 


Cost of cleaning building surfaces 
too dirty for floodlighting is 5/— to 
7/— per square yard. 


Expert information on any interior 
or exterior lighting problem is 
readily obtainable, free. 


Illustrations in this article are by courtesy of 
The Benjamin Electric Ltd. 
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Adequate localised lighting of these Time Clocks has 
ebeen found by the Humber Motor Car Co. to prevent 
errors and to speed up the movement of employees 


comparatively high power units (100 
to 300 watts) well spaced, at least 10 
feet from the floor with dispersive 
reflectors which prevent rays from 
the actual sources of light entering 
the eyes of workers; (b) localised 
overhead lighting. This system is 
the same in principle as general 
lighting except that the units (there 
are many special types) are placed 
with respect to individual machines 
or benches; (c) combined general and 
local lighting. Here the general 
lighting should be such as to light the 
shop evenly to an extent of about 9 
foot-candles, with the local lighting 
arranged to suit specific require- 
ments. 


In localised lighting, whether used 
alone or in conjunction with genera! 
lighting, every care should be taken 
to avoid glare in the workers’ eyes. 
Here is a case in point. In a shop 
where operatives were working with 
bright metal wire one of the 
executives had heard of work being 
increased by increasing the lighting. 


Without consulting anh expert he 
replaced a number of localised 


pendant bulbs with bulbs of twice the 
power. The effect was disastrous. 
Operatives complained of headache 
and output fell away. Glare was 
suspected, so the bulbs, of the clear 
glass type, were replaced by opal 
lamps. The improvement was only 
slight. An illuminating engineer was 
then called in. He saw at once that 
the trouble was glare, not direct from 
the light sources, but reflected up 
from the bright wire on which the 
operatives were working, He 
scrapped all the pendant lights and 
equipped each bench with a lamp 
fitted with a directional reflector 
which projected the light at such an 
angle that it could not be reflected into 
the workers’ eyes. Eye- 
Strain disappeared and 
output rose 20 per cent. 
above the original best 
level. 


While on the subject of 
localised lighting | might 


stress that only in ex- 

. ceptional cases should it 
e be used alone. In fully 
JE- ninety per cent. of cases 
3 = iha general lighting, if only to 
= a small extent, should 
maa also be used. The reason 
is that a worker who 


suddenly leaves a bench 
or machine well lit with a 
local unit meets the con- 
parative darkness of 
otherwise unlit shop, his 
temporary “ blindness ' 
may lead him to a serious 
accident. » 
(Continued on page 32) 




















whole staf, it- sorts the letters 
and ae thing up to. ‘eight different | 
kinds of insets, inserts. the. right 
letters and the correct quota. of 
insets in the right envelopes, seals 
and stamps them and delivers them | 
sorted into correct order at the end 
ready for post. If by any chance a_ 


letter or enclosure gets into a wrong 


Write for this Brochure envelope this wonderful machine 


stops and automatically indicates 
where lies the error. © That is what 


It shows you the new proper business equipment can do for 
any firm which has big mailings, — a 


way; how to speed up your With modern: equipment, United 
Dairies, the great. milk distributing 

: : ) concern, reduced the. cost of sendin 
postings by sight control eut 20,000 dividend warrants. froi 


, 6d. each to lid., a saving of- we 
of accounts, thus reducing | over £400 twice a year. With one 




















































; | special machine and one operator this 

cost of operation; how you | same concern sorts into alphabetical, 
| numerical or district order man 

secure all vital facts at a | thousands of documents in : 
: than it would take twen 
|} do the same job by | hand. 








glance and all in classified 
form. It controls your 


> Ju pe ee 


of typewritten’ material. 
ribbon” attachment to: 
gives actual ink copies 


u oat BUSINESS EFFICIENCY . . ae! and, if necessary, 
‘EXHIBITION. MANCHESTER, STAND 20] (re aes hoe 


to insert ‘and adjust between. she 
and so output is increased. -The 


LIB R A R Y B U R E A U L l M i T E D of the ribbon is six times that 


carbon sheet, so costs are reduced by 

4125, HIGH HOLBORN, LONDON, W.C.I that amount. Further, each of the 
REPRESENTED IN ALL PRINCIPAL CITIES new ink copies is a legal document, 
whereas ordinary carbon copies do 
not constitute legal documents. In- 
many offices, therefore, where docu- 
ments have to be ty ped several times 
because only originals are recognise 
in law, the new copy attachmen 
again reduces work and “costs an 
raises output: 


And so innumerable éxamples could 
be given of how business equipment 
(not “ office machinery ©) cuts costs — 
and improves output in every busi- 
ness department. In the selling 
field, in every unit: of the factory, in 
the capes office, i in the transport 




































: > should bring you profit. The indisputable 
~ records provided by the G.B. help to cut out 
-~ unproductive minutes. Induce punctuality with- 
et favouritism or friction with the G.B. System. 
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f SIEMENS 


PRIVATE TELEPHONE SYSTEMS 






EFFICIENT 
RELIABLE 
ECONOMICAL 










FOR SALE OUTRIGHT or on 
RENTAL or DEFERRED 
PAYMENT TERMS 


Full particulars from 

RELAY AUTOMATIC TELEPHONE SECTION 
SIEMENS BROTHERS & CO., LTD. 
38 & 39, Upper Thames Street, E.C.4 

Telephone : City 5350 


VALUABLE BOOK ON CAREERS WHICH TELLS HOW TO BETTER YOUR PROSPECTS IN 
COMMERCIAL LIFE AND TO INCREASE YOUR INCOME. 
ASe you ambitious? Have you the average measure of ability ? Are you prepared to concentrate that ability 
on the attainment of success in your career ? 









If so, the Metropolitan College is ready to answer your 
auestions, to heip you to realise your ambitions, to turn your 
ideas into actions, your doubts into decisions, your hope 
into actualities. 

Just a little application during the long, datk evenings, an 
with the aid of a Metropolitan College Specialised Postal 
Training vou can, like hundreds of others before you, move 
directiy and swiftly forward to certain sioc 

Proficiency means progress. Thit is why a Metropolitan 





College Postal Training is a sound investment; it means U 
you an improved position, better prospects and an augmented 
and ever-increasing income. It equips you t only to ste 
opportunity, but to grasp it when it comes your wry Here 


before you is your firsiopportunity. Make your detimon now 
and send at once for a FREE COPY of the Metropolitan 
College ‘GUIDE TO CAREERS"’—a« carctully compiled 
136-page volume which shows you plainly how jo secure 
that prosperity, promotion, and financial soundness upon 
which your future happiness depends 


SPECIALISED POSTAL TRAINING. 


TAKEN AT HOME IN SPARE TIME 
for all Accountancy. Secretarial, Hankiog, Leal, insurance, 
nnd Civil Service Examination for Professions! Preliminary 
Examinations: London Matriculation, B.Com. and LL.B, 
(Lond ) Degrees, etc. Also 
MANY PRACTICAL (non-exam.) COURSES 

in Accountancy Secretarial and Commercial salijects, Salesman- 
ship. Foreign Languages, English, Public Speaking, ot 














Also up-to-date 
CIVIL SERVICE 
Guide 32pp Send pc 






Stiga ig you are hesitant —standing at the first cross-roads of your life—uncertain have sway. The turning point of your carcer may be in the ati whet Coupon 
which path to tread. The Metropolitan College will help you from the very outset. Fill in that Coupon 
ane ad es to oe * will point the wav, the Specialise] Postal Training and post it to-day C O U P oO N— Post Now f 
ourses will conduct you surely and rapidly along the direst road to success to the College. : t anti 
l; ) ) . S . : ses rith harge or obligation—the 
In the quiet of your own home, at your own convenience, you cin pursue a So will you place Collen: e ane S GUIDE TO CAREERS te Seerctary- 
ship, Accountancy, ete." 





carefully graduated and interesting course of study, based upon your individual your foot on the 
needs and conducted personally by the experienced Chartere! Accountants, first rung of the 
Barristers-at-Law, Chartere | Secretaries, and other experts, who comprise the ladder of 
College Tutorial Staff. leadership. 

Your future prosperity waits NOW on your decision. Let the arg: of your ambition 


METROPOLITAN COLLEGE 


Dept. G9, ST. ALBANS. 






NAME = n 
(N CAPITALS) 


ADDRESS 


Business, 
Seft., 1932 

Post coupon to Metropolitan College, Dept. GO, St 
Albans, or CALL at the College City Branch, 40-42, 
Queen Victoria Street, E.C.4. 
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AS SIMPLY AS YOU 
SWITCH ON AN ELEC- 
TRIC LIGHT 
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YOU CAN SIT 
AT YOUR DESK 


Just flick a switch and then with both 
hands disengaged (no receiver to hold, 
no need to speak close to mouthpiece), 
you can 


TALK TO 
MR. SMITH YOUR 
SALES MANAGER 


and, while discussing with him that 
urgent business detail, flick another 
switch— 


AND MR. BROWN 
OF THE STOCKROOM 


comes into the discussion. You don’t 
need to talk any louder than ordinary 
conversation, yet you can speak to them 


AT THE SAME TIME, 
AND HEAR THEIR 
REPLIES ALOUD 


just as if they were in your room. 
Think of the saving of time, the freedom 
from irksome delays through engaged 
signals, the convenience—of the Dicto- 
graph System, and 


—ALL BY A FLICK 
_OF THE FINGER! 


~ Let us demonstrate its value to you in 
your own office—without obligation. 


DICTOGRAPH 
TELEPHONES 


LIMITED 
1-3, Aurelia Rd., CROYDON 


Telephone - THORNTON HEATH 2240 (2 lines) 
>. 


Branches at 
London, Manchester, Birmingham, 
Glasgow, Dublin, Belfast, Leeds, 
Bristol, Negvcastle, Cork, etc. 
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Can the 


Building Societies and Banks 


Help My 


Business ? 


by ANGUS BUNTING 


he manufacturer about to make 

a new product or build an exten- 

sion to his factory will carefully 
study the plans. His factory will be 
constructed, and his machinery laid 
out, to produce economically and on a 
keenly competitive basis. His com- 
plete marketing methods will also 
have been made in advance. 


All this work will probably have 
taken many months of the closest 
concentration. The advice of experts 
in each section will have been sought. 


I have often wondered just what 
proportion of this whole time the 
manufacturer gave to the study of his 
financial lay-out. It is obvious he 
must have primarily arranged for 
capital in some form or other, but 
records reveal so many varying 
capitalisations that it would appear 
to be a field worthy of deep research, 
and one in need of the same constant 
overhaul as is given to machinery or 
selling methods. 


What the Building Societies 
Can Do 


Let us take this one instance of a 
financial service which has grown up 
amongst us and which, in many 
cases, is overlooked by the business 
man. The Building Societies in 
general confine their loans to private 
dwellings, and they do give really 
wonderful service in this field. Yet, 
when I asked a representative field of 
owners of reasonably small busi- 
nesses: “ Have you a mortgage on 


your private dwelling? ’’ I was 
surprised to receive the common 
reply: “ Oh dear, no, I have no 
mortgages.” When asked: “ Do 
you use a bank overdraft? ° the 
Like 


every other 
business the hank lives 
by turnover. Whilst 
not liking to lend large 


sums for long, fixed 
periods, it will help 
you to buy your 
materials, extend your 
credit and sell your 
goods at home and 
overseas 


reply quickly came, “ Of course I 
do.” 

Case after case revealed the fact 
that the trader had lodged the deeds 
of his private house with the bank, in 
support of his overdraft, the latter 
being far in excess of what was truly 
needed for his business purposes. In 
other words the bank was carrying— 
partially—the mortgage on his 
house. His profits were not such as 
would reduce his total liability within 
a reasonable period, but he invari- 
ably pointed out that he paid interest 
to the bank only on “ balances ” and 
thereby saved money. There is a 
certain amount of truth in the state- 
ment, but his proportion of mortgage 
money was too high. 


If this same man were to take 
advantage of a Building Society 
mortgage—repayable by monthly 
instalments—he would have a long 
term fixed arrangement which would 
relieve the bank of that portion : the 
bank would be better pleased in that 
it would be financing his business 
only, his total floating debt would be 
smaller and the man himself would 
be in a sounder position. He would 
more ably concentrate on his business 
fnance rather than have it confused 
with his house. 


I was surprised at the number who 
said proudly, “ I have no mortgage ” 
or “ I don’t like mortgages,” and yet 
did not realise they were in actual 
fact fully mortgaged. The Building 


Societies are reported as being over- 
whelmed with money, and sufficient 
suitable securities are not available. 
There seems a field open for concen- 
tration in educating the business man 
to the advantages of a mortgage. 
(Continued on page 38) 
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| N it. HE OFFICE 
The First All-British 


Envelope Sealer 


Ree machine will seal all sizes of envelopes, 
including commercial, bag and catalogue. 
The envelopes are stacked in an especially large 
container and automatically fed into the 
machine one at a time, then sealed with just 
the correct amount of moisture. Over 20 years’ 
Envelope Sealing experience has been put 
into the construction of this British Sealer. 
Price for model B.E. (hand model), 
ne £15.0.0 


which includes guarantee for 12months. , , 
(Electric models also obtainable). 


ECONOMY 





Sague Inserting & Mailing Machine 


The only machine that will gather and insert from 1to4 Special terms for 
enclosures —opens, fills, seals, counts and stacks the en- ; 
velopes. A sensitive, automatic control instantly stops the Hire Purchase or 
machine before sealing, if, for any reason, the correct en- Hire onl 
closures have not been made. Works at the rate of 6o y. 
complete envelopes per minute. 

SOLE DISTRIBUTORS FOR : 
STANDARD New BATES Numbering I N TER - Cheque Sign- 
Process Duplicators, Stamp Machines, Bates Coil of Wire NATIONAL Endorsing and 

Staplers, (makes its own Coupon ntin Machines. 

Attem Emnciope Selem and apie, Eyele and Seat Mae sh Be 
Letter Openers. Telephone Indexes. Proof 


BUSINESS EQUIPMENT LIMITED 
6, Lloyd’s Avenue, London, E.C.3 


Telephone : Royal 4277. 





Seating that makes 


ECONOM Y? the sitter fitter 


How many of your workers on ordinary seats 
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SAVES TIME 


Sharpens Pencils in a 
few seconds before you 
have opened or even 
found a penknife. 


SAVES TEMPER 


No broken  points— 
wasted pencils or dirty 
fingers. 


SAVES PENCILS 


Ceases cutting immedi- 
ately point is made. 


FIX ONE IN A 
HANDY PLACE 
SO THAT IT CAN 
BE USED BY THE 
OFFICE STAFF. 


saws 7/6 


BRITISH “CROWN” 
PENCIL SHARPENER 


FRANK PITCHFORD & CO., LTD., LONDON, E.C.1 





HIGHLY EN AMELLED 





i WELL HOUSE, WELL STREET. 'Fhone : NAT. 0055 (For Office Appliances) 
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are able to maintain healthy posture? Not any! 
They just slump in their chairs—lungs and vital 
organs cramped and congested 
with no chance to function 
y properly. No wonder they tire 
/ ™ » long before the end of the day. 
À Tan-Sad Seating will 
ensure they sit cor- 
rectly — as nature 
intends —without 
fatigue. They will 
be alert and efficient g 
' alldaylong—happier, 
healthier and more 
productive. 


Ask for full details 
and Free Tria! Plan. 










We would like to 
see you at 
STAND 40, 
BUSINESS 

EFFICIENCY 

EXHIBITION, 

MANCHESTER 


THE TAN-SAD CHAIR CO. (193!) LTD. 


3 Avery House, Clerkenwell Green, London, E.C.1 


Telephone; Clerkenwel) 3092/3. 








fhe : Sectional diagram of the © AGABLOTTA.” 
A YEAR’S SUPPLY OF 
BLOTTING PAPER IN 
A SINGLE ROLL 


This unique invention, which will last 

a lifetime, is artistically designed and 

_is indispensable to every pen user. 

‘The saving in blotting paper and time 

_will repay the initial cost within a few 
lemons, it can be supplied, with or 
without the donors’ advertisement, in 
Bakelite Metal and leather-covered 
finishes. 

‘This ALL-BRITISH novelty, which 
S has already been adopted by. 
a -Royalty and many leading 

business and professional men, 
: makes the Ideal Gift. 
Write for illustrated catalogue, sample 


ynotation to: 


» STANDARD COMPANY, Ltd., 
Pa Works, spencer Street, London, BC. E 





lwm NEW DISPLAY TYPES, 
H UP-TO-DATE SKETCHES 
CAND LAY-OUTS—FOR 
ADVERTISING SCHEMES. 


FOR e 


STATIONERY 


o n TO SUIT THE NEEDS OF 
a | EVERY KIND OF BUSINESS 
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| : | wW. M ARK & Co., Ltd. 
| -THE SWAN PRESS 
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illuminated in the most effective and 
economical manner. Yet the improve- 
ments in work and the corresponding 
drop in overheads which are possible 
are enormous. My advice is, call in 
the expert; it is essentially an expert's 
job, and you will probably be amazed 
at the economy in costs and improve- 
ments in work which he can 
introduce. 


Floodlighting can Serve You in 
Many Ways 


When considering the question of 
interior industrial lighting, that 
of floodlighting exteriors to-day 
demands equal attention. Flood- 
lighting is cheap and fulfils three 
specific and most important purposes. 

First there is its value in publicity. 
Every day more firms in all parts of 
the country are realising that a 
factory building near a main road or 
a raiway forms a most imposing 
solus advertisement when well flood- 
lighted at night. Admirably designed 
factories, attractive as they may 
appear in the daytime, take on an 
infinitely more striking appearance 
at night under these conditions. 

Business men who are in process of 
constructing new factories should 
instruct the architect to allow for 
floodiighting, the most 


be easily arranged. The surface and 
building materials, too, can then be 
chosen so that the best results from 
the lighting can be obtained. This 
is important, as effect 1s due to the 
reflection value of the material upon 
which the light falls and this factor 
varies considerably. In the case of 
white, glazed brick it is as high as 
85 per cent.; clean, white marble 65 


aS he large. busine 
t effect is g 


a in ten is artificially make the proposition practicable, 


effective 


tae i operations and reduced the risk 
positions for the light units can then 





requires too “much - - Tight t 




































Under the heading of publicity = 
comes also the floodlighting of 
posters on hoardings. The obvious: 
value thus converting these sites 
from an 8 or 10 hours’ usefulness toa 
24 hours’ usefulness at a cost which 
is little more than nominal is proved 
by the rapidly increasing number of 
poster sites which are being food- 
lehted, 








The second sphere in which food- = 
lighting is increasing the scope of č 
business is in the illumination’ at 
night of all kinds of working areas. — 
At a comparatively low cost, 24-hour 
shifts in the open can be done. Work 
loading and unloading at docks, 
sidings, factory bays and so on can 
proceed as effectively as by daylight; 
building and constructional work can. 
also be done. 



























The third sphere, so far cas th 
business man is concerned, is tk 
protection against theft whic 
adequate floodlighting gives. Wher 
there are large dumps of stores in the 
open this ie is invaluable and 


o o o 


store sheds, . etc. 
using it for night 
where it has both 


accidents to personnel. 


The apparatus for floodlighting has 
been as scientifically and exactly. 
designed for varied purposes as the 
fitments for interior lighting. In this 
connection I would refer all interested = 
business men to the wealth of 
information published by the Lighting o 
Service Bureau in their bulletin on | 
* Floodlighting.”’ 







Fanfold’s 
Labour Saving Stationery 


Systems 
SPEEDOFORM Ask us to prove to you that 


we can save you {1.6.8 


FANFOLD on every 1,000 sets of 


* Multiple” forms com- 


TRANSKRIT ` pleted in your office. 


To achieve such savings it is not necessary 


to invest in expensive sE ment. No 


new equipment is required, for example, 
for Transkrit—the fastest system of typing 
(or writing) Multiple forms—Invoices— 
Works Orders — Travellers’ Orders — 
Rece pts, etc., etc. 


Write for further particulars, enclosing specimen 
of your present form to 


Santoly, 


North Circular Rd., London, N.W.2 
Telephone : Gladstone 5477 





REVIEW of REVIEWS | 


INCORPORATING 
WORLD TODAY 


The “ Review of Reviews,” founded by the late Mr. W. T. Stead over forty years ago, 
has incorporated the thirty years old “World To-day,” which was founded by the late 
Mr. Walter Hines Page, and published at 1/6. 


| 
The first of the incorporated numbers, our September issue, to be published on | 
September 10, 1932, will have 50%, more pages than has had either journal previously, i 
but the published price will be ONE SHILLING. 


Mr. Lovat Dickson, Editor, and Mr. Roger Chance, Associate Editor, are retaining the 
best of both journals, and in addition have added new sections, moulding the whole Into ` 


~ papaman 


AEE E EE aoii, aa a a 


Ee o a eae Cs a a TE MS e a a 


a very fine, Illustrated Review, which justifies the staunch support of advertisers of quality 
products. 


Mr. V. Howard Duffield, Advertisement Manager, is fully prepared to deal with any 
enquiries relating to Advertising in the revised “ Review of Reviews,” and wil! be pleasea 
to receive, or hear from, his numerous friends In the Advertising profession 
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As British Representative of Doubleday Doran & Co., inc, New 
York, In regard to COUNTRY LIFE IN AMERICA and THE 
AMERICAN HOME, Mr. Duffield wishes to draw attention to 
this revised address for his London Office 


38, BEDFORD STREET, LONDON, W.C.2 


TELEPHONE: TEMPLE BAR 4055 TELEGRAMS: PUBLIDICVU, LESQUARE, LONDON 


” CABLES: DICKADAM, LONDON ; | 
s i 
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Reduce 


welfare of employees is to-day a 


T importance of the care and 
vital point of management. 


Pension and Group Life Insurance 
plans are by no means new, but the 
method of presentation to employers 
is, however, to some extent new. Of 


Yearly Pension 
for each year of 


Salary Grade. 
Future Service 


£ £ 
100—150 
151—250 


851—950 
961 and over 


Past SERVICER 
PENSIONS 








Photographic 
BUSINESS 
—CARDS 


F your Salesman is using Photographic 
erie Cards be has the advantage af 
able to— 


(1) Present an tllustrauon of his product on 
same card as his name, 
(2) Secure’ immediate interest and attention, 
because of the novelty of his card. 
(3) A mont certainly bis card will be filed for 


erence. 
Photographic Bumness Cards are supplied m 
two sizes. Just Pag any photon ete a of 
letterpress prin required on atate 
size required, 





the hundreds of directors who, tn 
recent years, have been approached 
by some Insurance Company or 
another regarding the need for the 
installation of such a plain and 
straightforward business policy, there 
are very few who have seriously faced 
and considered the problem, largely 
on account of the fact that the cost 
is thought to be prohibitive. Let it 
be made clear now, as forcefully as 
possible, that a high cost lies, not in 
the establishment of a pension plan 
in 1932—but in delay. 











250 34 x 19 for 20/-; 500 27/- 
250 34 x 29 for 21/-: 500 30/- 


No extra charges. Proofs supplhed, 
H. “MARSHALL & CO. 


Photographic Printers 


RD ST., NOTTINGHAM 







Schemes are Simple to 
Instal and Follow 


The simplification of pension 
schemes is one of the facts to which 
is largely due the rapid growth of 
their acceptance in industry. The 
subject is often considered an involved 
and difficult one. It is not. So 
scientifically has the question been 
dealt with that it is quickly grasped 
by directors and employees alike. 
Every employee can tell by reference 
to a schedule exactly his position 
when he reaches retirement age, or 
how his dependents would fare 
should he unexpectedly die, or no 
longer be capable of conducting his 
everyday occupation. The adminis- 
tration of the plan is equally simple, 
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Send fe 
Parker, Winder & Achur Fencing Oontractors, 
BIRMINGHAM, Pees tar ih Marlboro’ 8t, W.T 
MANCHESTER, d.EIOESTER & COVENTRY. 
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How GROUP PENSIONS 
Overhead Costs 


By JOHN DONNETT 


and the installation of it by explana- 
tion to all employees may be regarded 
as a service rendered by the Insur- 
ance Company. 


As an employer, look at the ques- 
tion for a moment. What is it now 
costing you without a pension plan? 


Lump Sum Death 
or Disablement 
Benefit. 


Employees’ 
Weekly Rate of 
Contribution. 


One-half of the above rate in respect of present salary for each 
year of past service 


This reference table shows the employee how he stands in regard to his pension as he 
progresses from grade to grade 


What will it cost you in ten or twenty 
years’ time? 


To retain aged employees by pro- 
viding lighter work is actually paying 
pensions at an exceedingly high rate. 
These workers are no longer efficient, 
and get little reward for the service 
they have rendered faithfully to their 
employers. They do not assist in 
quick and efficient production, but 
check the works and pay roll for the 
ambitious and younger employees 
anxious to progress. 


It is difficult in a few paragraphs 
to embrace all the factors affecting 
the cost of a contributory pension and 
life insurance plan. Briefly, the 
cost may be summarised as follows: 


(1) Employees’ contributions 
may be based on approxi- 
mately 24 per cent. of 
wages. 


(2) Employers’ cost is based on 
current service pension 
charges according to :— 


(a) the age of each 

individual employee 

(assuming norma! 

retirement is 65) 

; which will square 
the balance of the 

n net cost of the plan. 
(Continued an page 43) 


BUSINESS 


Contract Bridge 
Hand Valuer 


Contract Bridge Is rapidly superseding *" Auction ” 
and is the most widely accepted game of your 
prospective customers. Any device that is going to 
Improve thelr piay will be kept and USED, and the 
“Chad Valley Contract Bridge Hand Valuer” Is such 
a device—it teaches the novice to assess the value of 
his hand, even to that half trick which distinguishes 
the good player from the average. 


Instead of distributing 
the usual type of 
Advertising Novelty this 
Christmas, associate your 
product with the most 
popular game of the 
century. Use thls Hand 
Valuer printed with your 
publicity matter—it will 
be the finest reminder 
advertising you have yet 
done. Write for samples 
andtermstothe patentees 
and sole manufacturers : 
THE 


let Chad Valley 


Si 
{$ 
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Poy pr Bar 


COMPANY - - - LIMITED 
Publicity Dept. (I) 
HARBORNE, ENGLAND 
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BUSINESS EFFICIENCY EXHIBITION, MANCHESTER | |; 


We are 
demonstrating 
the 
fastest methods 
of typing 





and writing 


MuLTI-Copy RECORDS 
PARAFOLD [°F the Ordinary 


typewriter 


FANFOLD ano INTERFOLD 


for High-Speed Billing Machines 


PARAGON REGISTER 


for High-Speed Handwritten forms 


[AMSON PARAGON 


COQ. LTD 
PARAGON WORKS, LONDON. 
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New Book on Office Werk 


FRE 


Contains illustrations 
of loose leaf account- 
ing and record forms 
for every class of busi- 
ness : 160 pages of 
practical information 
of the utmost value to 
\ manufacturers, mer- 
den chants and profes- 
sional men—to every- 
one who must keep 
records 
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Consult the Book about ACCOUNTING, BUYING 
RECORDS, SELLING RECORDS, COSTING, 
INDEXING, INVOICE and ORDER ROUTINE, 
etc. It will help you to simplify your book-keeping 
and to reduce the cost of your clerical work. 


Sımply write A238 on your bustness card or business 
stationery and post to us. No obligation incurred, 


Moore’s Modern Methods, Ltd., 


12 St. Bride Street, London, E.0.4. 


Established 1909. 
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Something 
for Nothing 


“What is this philanthropy ?” you may well 
ask. Just this... all Visible Equipment is good, 
therefore we cannot offer you better than our 
fellow manufacturers. But here is something we 
alone can give you. ..a longer accumulated 
experience of devising and installing British- 
made Visible Equipment in every type of Trade 
and Profession. = 

And the benefit of 
that experience is 
yours for the 
asking. Surelythat 
is something for 
nothing! Write 
or "phone us 
your problem 
now—there 
is no obli- <£ 
gation — & 
obviously. 


CARTER -: PARRATY LTD. 


(Patentees and Manufacturers) 


16 VICTORIA STREET, LONDON, 5.79.1 
Telephone: Victoria 1045-1046 Works: WICKFORD, ESSEX 
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PROFIT 


By others’ experience. 
NOW READY our latest BUSINESS 
SERIES ‘List of Books by Authors of 
eminence in their ective spheres. 
Post free on receipt of post card, 


SPECIMEN SELECTION :-—_ 


PARTNERSHIP LAW & ACCOUNTS. 

The law relating to Partnerships ts carefully 

and clearly lained, while the necessary 
analysed, 


By R. W. Holand, 
O.B.E., M.A., M.SC., LL.D. 6/-* 


ROUTINE OF COMMERCE. 

Fie se Sosaihle: the E E caer: 
ndence 

eat Dar thereto being introduced m 

their natural order 

By Alfred Schofield, B50. 


OBTAINING CAPITAL. 
This work shows in 
rational methods by wh 
be ananced; how to obtain finance for a 
invention or business idea, and how to obtatn 


pensable to all seeking capital Third edition. 
By G. A. Bush, F.R.ECON.S- 4/6* 


How TO CHOOSE YOUR CAREER. 
lete manual of careers in every sphere 

of EENE RE and commercial activity. 

By W. L. Ivey, M.C., M.S., M.A. 3/6" 


Fostege extra 


" A/-* 





Efficiency Publishing Co., 
Publishers & Booksellers, 


PITMAN’S 
LATEST BOOKS 


BUSINESS 
FORECASTING 


AND ITS PRACTICAL APPLICATION 
M Con, Director 


third 
commen ofa book that is of immediate value 
business executive, particularly 

abe are concerned with the manufec- 


turing and marketing of goods. 7/6 
Send for detalis. 148 peges. net. 


A MAIN CAUSE OF 
UNEMPLOYMENT 


ByP.C. Lorrus, A book that gets away from 

pa A theories, analyses British financial 
ods, and puts forward facts that a 

employer should carnestly consider. 27 
Postage 3id. 92 pages. 4= “net. 
Order from a bookseller or 
SIR ISAAC PITMAN & SONS, LTD. 
Parker Street, Kingsway W¥.C.2 


FOYLES 
FOR BOOKS! 


Now ıs the time to order your 
_ reference books and directories. 
Foyles have all the best new and 


By WILLIAM WALLACE 
Rowntree & Co., Ltd. The revised 





second-hand books on every subject. 
Our catalogues are free on men- 
tioning your tnterests. May we hear 
i from you? 
119-125, CHARING CROSS ROAD, 
LONBON, W.C.2 


Telephone. Gorrard 5660 (seven lines) 
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its Practical 


Business Forecasting and 
Application, by Wilham Wallace, M.Com., 


Direstor, Rowntree & Co., Ltd. 
7s. 6d.). 


Forecasting business conditions and adapt- 
ing financial policies to fit 1s a prime duty of 
management to-day. In this book the author 
explains, not only the vital part which reliable 
forecasting can play in the modern business, 
but he describes specifloally how ite operations 
are planned and carried out. This is essentially 
a book for the practical business executive. 


Hire Purchase Organization and Manage- 
ment, by V. R. Fox-Smith, M.C., A.LS.A. 
(Pitman, 7s. 6d.). 

This latest book on the subject embraces 
the whole range of hire purchase and credit 
trading operations. It is, however, concise 
and written in the business man’s language. 

Particularly usefui dre the chaptera on 
“ Book - keeping ” and *“ Accounting and 
Taxation.” The medium and small size hire 
purohase and oredit trader will find here a 
prolific source of information. Similarly, the 
numerous specimen forms and documents 
used-in hire purchase trading, answer many 
questions in the most comprehensive and 
speciflo way posible, 


Freedom in the Modern World, by Professor 
John Macmurray (Faber and Fabor, 6s.). 

This book falls into two main sections. The 
first is concerned with’ the effort to understand 
the issues at stake in the present orisis of our 
time; the socond part is the author’s own 
attempt at a solution, which turns upon the 
achievement of a new freedom through a new 
consciousness of the meaning of personal lifo. 
Great interest was shown by business men and 
others in Professor Macmurray’s recent series 
of broadoast talks on “ The Modern Dilemma ”’ 
and “ Reality and Freedom.’ This book is 
substantially a collection of the two series, 
together with the pamphlet issued by the 
B.B.C. to introduce the latter series. 


Staff Training in Department Stores, by 
Dorothy 8. Pendleton (Efficiency Magazine, 
6s.). 

To unprove the abilities and cfficienoy of 
each member of your staff by 25 per cent. 
would mean a real advancement in your net 
profits. That is the theme underlying this 
book, the first in this oountry to be published 
on the subject. The author was formerly 
Staff Training Supervisor at Harrods, Ltd. 
She has handled the question from the purely 
practical angle. The book is full of ideas, 
plans, methods and how to use them. 


A Simplified Guide to Rating and Assessment 
(outside London), by Dennis R. Cockshaw, 
F.C.B.A.. F.N.A.(Rating) (Gee and Co., 
3s. 6d. net.). 

This is a very handy little book, written by 
an acknowledged authority, but entirely 
devoid of the complexities of language and 
procedure with which this subject is usually 
invested. Two definite things we are glad to 
see avoided in this book are the references to 


(Pitman, 
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A BUSINESS MAN’S 


BOOK LIST 
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Acts of Parhament and the citation of 
numerous Cases at Law. Both these things 
are nearly always quite beyond the average 
business man and servo only to befog him and 
make him shun a study of matters which he 
really ought to understand. 

Mr. Cockshaw talks to business men in the 
language they understand. He has kept his 
matter short and always to the point. Under 
straightforward headings he has dealt in a 
perfeotly lucid way with every rating question 
the business man comes in contact with. 

The chapter on ‘ How Assessments are 
Asoertained ” is a particularly good one; it 
solves many riddles for the ratepayer, both 
from the domestic and the business property 
standpoint. 


Our Dally Pay, by Lt Comm. J. M. 
Kenworthy, R.N. (The Search Publishing Co., 
3s. 6d.). 

This book ıs intended partioularly for those 
business men who are not content to regard 
poverty and unemployment as the fate of a 
mass of people in a world that has never been 
richer ın real wealth and material resources. 
The author points out how, in his opinion. 
much of the energy and money now being 
dissipated in seeking means to reduce 
armaments and keeping the peace between 
nations could well be diverted to the basio 
problem of how to increase consumption. 
This 1s an entirely business-like and common- 
sense view which will be favoured by all those 
industrialists whose main concern is to, keep 
their factories diligently at work and their 
markets contanuously expanding. The book 
is a refreshingly powerful and well-directed 
plea for definite action against a condition 
which has a remedy. 


The Branch Shop Manager’s Book, by 
Herbert N. Casson (Efficiency Magazine, Ss.). 

There are so few books written especially tor 
the Shop Branch Manager that thw one ıs 
undoubtedly outstanding. It shows the 
branch manager how he can improve his shop, 
have more effcotive windows, make a quicker 
turnover, handle his assistants and manage 
himsolf, 


Estimating, by T. H. Hargrave (Pitman 
7a. 6d.) 

The produotion and analysis of costs 18 
one of the most umportent functions of 
business to-day This is a very practical 
work, not concerned with cost accounting, 
but with the compilation of estimates of 
working costs. The author treats the subject 
tully on the basis of actual cases and examples. 


Mind and Money, by John T. MacCurdy 
(Faber and Faber, 10s. Od.). 


Your Banking Account, by C. R. Daniels 
(Mallinson Publishing Co., 2s. 6d.). 


A Main Cause of Unemployment, by P. C. 
Loftus (Pitman, 2s.). 


Raise Wages! by A. G. McGregor (London 
General Pross, 2a. 6d.), 


How to Import Goods, by James A. Dunnage, 
BS.S., F.C.1., A.M.Inst.T. (Pitmans, 26. 6d ). 


BUSINESS 


Use more of your 


FREE 
ADVERTISING 


SPACE 


Larger Labels for 
Wider Publicity 


Are you using all the advertising 
value of your parcels? Are you 
using really large labels so that this 
FREE advertising can bring you 
maximum benefits ? 


TALK TO YOUR PRINTER 
ABOUT COLOURED GUMMED 


LABELS and teli him to use 
Samuel Jones’ NON - CURLING 
GUMMED PAPER, It’s the paper 
that makes the difference. 


SAMUEL JONES & Co., Ltd. 


Bridewell Place, London, E.C.A. 















NCREASE the emici- 
ency of your Organi- 
sation and reduce 

expenses by installing a 

“Sunpex” Visible Re- 

cording System. 

Among the numerous 

“Srrpax” Systems 1s 

one ideally suited to your 

needs -~ the 
cheapest and the most 
effective of its kind, 


recor 
LpeAerine BERRONAE SRE accurate, and BRITISH 
STOCK CONTRAOTS Every “ Suor” System bas been proved 
COSTING SHIPPING practical under actual working conditions 
INSURANOE PURCHASES 


MACHINERY PRODUCTION 














MEAN 


“MARSHALL 
ENGRAVING 


Marshall Engravings give you 
illustrations that are as convincing 
as the actual goods they portray. 
The famous slogan of this house 
“© Marshall Law”-—-“it shall not 
> a- pass” guarantees you against 
imperfect engravings. 


UP TO THE MINUTE - DAY & IRDK@iaa 


MARSHALL ENGRAVING CO.LTD 12:14. FARRINGDON AVEEC4 





The Managing Director says— 


“© How's that for speed? Within five nanutes P've spoken to sx of my 
departments—dialled them mryself-——~no waiting, no operators, no wrong 
numbers. And no one to whom I have spoken has needed to move 
from has desk. 

Thats real saving—commerctal economy in its truest form.” 

You may need a new internal telephone system NOW. If so, let 
us prove that a STANDARD Private Automatic Telephone system 
18 the one you should instal. 


Write for illustrated leaflets 


Sfandard 


AUTOMATIC TELEPHONE SYSTEMS 

















Advertisement of Standard Telephones 
& Cables, Lumtted 


Sales Dept. ° 


The Hyde, London, N.W 9 
Telephone: Colindale 6533. 


Home Branches: Birmingham, 
Glasgow, Leeds, Manchester. 


Overseas Branches : 
Catro, Calcutta, Dublm, 
Johannesburg, Singapore. 








CAN THE BUILDING 
SOCIETIES AND BANKS HELP 
MY BUSINESS ? 


(Continued from page 80) 


Your Bank is Open to 
Give You... 


Assistance in your daily tran- 
sactions. I have heard a lot of talk 
and read numerous articles on how 
the banks are blamed for slumps or 
restrictions of business. No greater 
service is being rendered the business 
community to-day than by the banks. 
Many cases of complaint I have 
enquired into and invariably formed 
some sound reason for the banks’ 
refusal, usually a misapprehension on 
the part of business men as to the 
true functions of a bank. 


It is not the business of a bank to 
lend you a considerable sum for a 
long, fixed period, but what it does 
do is to help you extend credit to 
your customers, purchase your 
materials in some other part of the 
world, sell your goods overseas and 
the hundred-and-one other items 
which come in the daily routine. The 
bank is just like any other business, 
it lives on turnover. If you had a 
customer who purchased £1,000 of 
goods from you in the month of 
January and thereafter purchased 
nothing more; you charged him 
5 per cent. interest and this he 
paid in the following December, 
would you regard him as a valuable 
customer? Even if he gave you 
plenty of security you would 
say, “I am = sorry—it is not 
my business to lend money, I 
want turnover.” 


Some traders seem to have 
difficulty in understanding why a 
bank does not Welcome them with 
open arms when they go along with, 
say, the deeds of a warehouse and 
want a considerable advance against 
it. The bank is more interested in 
what you intend putting into that 
warehouse and what prospects you 
have of making a success of your 
ou want £5,000 against 
require only 
monthly 





Work with 
Niekeloid 


to achieve unusual 
brilliance in 
your illustrations 


The majority 
of jobs that we do are sent in to us 
with “ cut-and-dried” instructions. 
“Make one mounted half-tone : 
6 inches wide: screen 120: wanted 
to-morrow 10 a.m. certain.” —— Thats 
about the usual run of orders to us; 
as it is to any other process-engraver, 
we suppose. 


In a good many cases of straight- 
forward jobs, this method serves the 
purpose. But when you want to get 
outstandingly good results on a 
piece of printed advertising of which 
you want to make an “ out-of-the- 
rut” job, you will find that co- 
operation with Nickeloid will prove 
very fruitful. 


A prominent national advertising 
campaign featured very striking, 
unique illustrations, due, of course, 
to artist’s skill, but also to an 
unusual engraving treatment sug- 
gested by Nickeloid. More 
recently, consultation with Nickeloid 
showed a customer how to produce 
a difficult type of illustration effect- 
ively, which previously had failed to 
print well, due to blocks having 
been made the wrong way. 


The Nickeloid Engraving Manager 
is only too happy to co-operate 
personally on work of this kind. 
That is how »e construe the mis- 
used term “ service.” 


WRITE FOR 
LITERATURE AND 
SERVICE DETAILS 


NICKELOID 


THE HOME OF CRAFTSMEN 


PRINTER STREET LONDON : E.C.4° 
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sita ng Offer 
DES 


This wonderful offer 4 SYAN Bie 
follows the chance we fecere Wo 
seized of buying up the BEENI unna 

complete stock of a 
large manufacturer at 
about half works 
cost ! 

Some of the desks have 
a scratch or two—but 
they are all new and un- 
used— beautifully 
polished and quality 
built. We guarantee i 

all this f{urniture—an OSDA guarantee 
—for 3 years. Further, we undertake 
to send to any approved customer any 
desk, etc., on 7 pet " free trial, 

So you risk Bette and for no more 
trouble than writing your address on 









A 


Ce Si 
p 
t AN a TT y 
Att R 


49 Only 


Surface 43 x 3? ims, 


a postcard you get your desk delivered right n es belie Desks owas gns., clearing as 


Desks ın Figured 
to your office or study. TE any E carance De 
Write at once for complete Sale List. *Also, f| 833 m <7 oe v 2g. 18:8 


tha above 


interested, ask for our Second-hand Last Do not oni ae ter EO aE 5 


delay We expect to clear all this amazing pice Desks, 2nd Quah | 30% lens, 
consignment m record time. WRITE NOW that is from 26 . —_ 
to Head Office Item 615 
60 Only 
The Wonderful New “SECRY ee ieee 
e ow ~ ” rs— Light se 
; Oak Listed at £3 19 6 
FYPE Drop-Action Desk at Cleaning at onl? Fi 
The most m £6.18.61 £2.18.0 





item 906 
Rolt - shutter Cabinets—one of the 
best Bergains For files, music or 





records 
#£8.18.6 £3 .17.86 
Double Pedestal £10.0.0 Trays 156X124 ms Height 45 ms. 


Formaly £14 5 0 
Also a few, nza 48X30 ima, cleanng st 








£10.10.0 
fem G8 
Roller - Bearing Steel 
Cabinets 
Temporarily 
Reduced to 
. 12:81 
Item 34 a ; Oak os Chests. He sea ees 
‘ x cleaanngat £6.10.0 . . cn 
Jacoben aH Library 42x 29 ins clearmgat £7. 17.6 vanes 
44 x 26 i £6. 15.0 H clearmg at £11.17. 6 Stationery Cup- 
xebins . i Etther of the latter can be used for boards also at Bargam 





church vestments Prices 
LTD. “Desk Headquarters,” 


17/19, OLD BAILEY, LONDON, 


RING City 4506 @ Hines) E.C. 4 


Scribble your nams across this advertisement, post” to head office. and literature will follow. 
Preferably call at one of our Showrooms 


Northern i 16/18, St. Mary’s Parsonage, Manchester (Blackfriars 6345) 
Depots : 12, Church Alley. Liverpool. (Royal 1085) 
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THIS COMPETITION PUTS US 





RIGINAL- 300% AHEAD 

; “u ODHNER " is Gok (Continued from page 10) 

merely the name of I ix 3 iti 
CALCULATING MACHINES || merely the name of ee E E 
y a business with a “ peak ” period 

principle of con- eas 

struction. In speed of trade, it is best to bowl the first 
and accuracy and general performance it compares more than ball about 4 or 5 months before the 
favourably with elaborate machines costing many times as much. peak. In this way, the first month is 


There is scarcely an Office in which at least one of these splendid u . e ey: 
little machines cannot be used to advantage uo spent “ playing-in ’’—competition then 
matter how apparently well equipped. ‘These | | gets keener and the competitors more 

Aà cheap but good little machines are used to the game. It becomes 
“ used by Firms of repute in all increasingly difficult to influence the 


“i ™ parts of the country. Let us s í j 
eS give you a demonstration ps ta while, hacen | this, the 
and reliable convincing ||} | peak period of trade arrives and 


references to a host of | | boundaries and sixes become more 
satisfied users. The frequent. Then, as a final lap, after 


‘ ODHNER ’ Cal- : 
culating Ma r the peak the salesmen are making a 


















is the orêrinal— spurt for the tape, and in so doing 
ne orna si |j} | greatly reduce the drop that ordinarily 

and the would follow the peak. 
eal al Now that the cricket season is 
ren nearly over we shall not run our 


competition beyond the period when 
the official season closes. We are now 
working out a scheme to adapt it 
to football, probably we shall run it 
on the league principle, the great 
thing to do is to keep it topical. 


* See these machmes at the Business Efficiency at 
: Exhibition, September rath to 17th, Free 
Trade Hall, Manchester. ST No 35. 


GILBERT WOOD 


75b, Queen Victoria Street, London, E.C.4 
'Phone;: City 8205 ot i ahh ne 
MANOHESTER—4 ALBERT SQUARE—Blackfriars 6636 wie Cia gate Fe 


As to results, the competition has, 
so far, exceeded even our own 
expectations. 


We have increased our trade with 

retailers by 300 per cent. over the 

4 corresponding period of last year.” 

Ch pest Aut ti Place your Adv ertising And this has been a general increase 

The eapest Automatic M ; in all our various lines, not a few 
essage on the Craze 


high spots reached here and there as 

















Rotary D uplicator of the Century `- Jis frequently produced by some forms 
in the World O-YO has captured the of competition. 
individual attention of ( , 


thousands. All England is 
fascinated by YO-YO and the 
popularity is growing. 


Here you have the ideal 
advertising novelty. No 
novelty, for years, has swept 
the country as YQ-Y@ has. 
Take advantage 


“SPEEDO. of the craze NOW  ¢ 


SPEEDO allows you to produce YO-YO 1s 
your own sales promotion matter made in a 
__ quickly and at negligible cost. Stzes and at 
Any oficé-Junior can produce clear proces that per- 
copies at the fate of 5,000 per mst of broadcast 
hour. ~ distribution 


Do You Know... 


There is a new automatic electric 
calculating machine possessing the 
outstanding feature of automatically 
selecting the shortest way of making 
multiplication calculations. 


Q 
There is a new dual-function adding 
machine which, as well as adding and 
listing like other machines of that type, 
also adds by direct key operation like 
“ key-driven ’? machines which are used 
for high speed adding without listing. 


The cost of hot air hand dryers as 
compared with the upkeep of towels for 


Any kind of paper oe a used, in - 
i t > s a » s 
the “print heen baing aio. YO-YO for YO Messag e | staff use? The following is interesting : 


matically counted and sta Assuming that a staff of fifty men are 


Frits for particulars (2 .-—~ 
‘Speedo’ machines are guaranteed 2 provided with a clean towel per man at 
for four years. Write for descrip- Simplex Sampling a cost of 2d. per towel per week, this is 


tive booklet and specimens of R a yearly expenditure of 421 13s. 4d. 
a e ro A E age ssociation Ltd. Assume each drying process with an o 
office. x Sole Distributors for the panusne electric hand dryer to require 30 seconds, 
YO-YO for advertisine purposes and that the process is repeated 120 
K. H. MICHAELIS & Co. Ltd 1, Newman St, Oxford S., London, W.1 | times pa hour. The current consump- 
inghalb Street, London, E.C.2 Telephone Aluseum 3552. tion of the dryer is about 2.4 kilowatts, 
eee 5 nda D teal wee but one unit of electricity will provide 


Telephone: Met. 7013 SC cere eer ger 


mars 





so dryings. 


“ sey ae Pt a 
ph de Le aaa ke ate te Tt a i 
hs EAS s EA ha at n Siap vo aa anut 


40 BUSINESS 









“AE 50 | men a 


eee Saturdays, 


936 units of electricity which, at a 


penny a unit, shows a total running cost} 


of 3 18s. od. per annum. 


r3 


There is an all-British folding machine] 


which will fold letters, pamphlets, 
booklet covers and similar things, 
_ making one or two parallel folds at the 
rate of from 5 to 10,000 folded sheets 
an hour. The machine will take any 
-sheet from Bank to thin card and from 
21 by 13 inches to 84 by 14} inches. 

The machine is supplied complete with 
< -electri¢ motor mounted inside the frame, 
go run from lighting or power circuit, or 
with fast and loose pulleys and striker 

for driving from existing line shafting. 


à 
e A PEINE INRENA ESEN 


WE BROKE INTO A 
CROWDED MARKET 


(Continued from page 12) 


advertising campaign was based on 
-the theme of the new and improved 
features incorporated in our machine. 















with these six advantages?’ “ Try 
to do this with your vacuum cleaner.” 
“Don’t you hate emptying a vacuum 
cleaner dirt bag? You will never 
-have to  again,’’ were typical 
headings. 


“Advance Pulls of Advertisements 
Aided Salesmen 


_ This campaign enormously helped 
“the salesmen in their house-to-house 
-canvassing, because the points offered 
 awvere different and because they were 
=- made specially to meet objections 
raised in regard to ordinary Cleaners, 


oo Had we produced just “ another 
vacuum cleaner,’’ I am certain our 
announcements would not have 


-created even a ripple of interest. As 
it was, the salesmen found it particu- 
larly easy to secure demonstrations, 
because prospects were anxious to 
see for themselves how our new 
features worked in actual practice. 


If there was one point more than 
another which convinced us of the 


--ostrong appeal made by the new 
e€leaner it was that, right from the 
beginning, a great deal of our 


>. business came from customers who 
“traded out °’ their existing cleaners 
for the “ Pneumode.”’ 

We made it our policy to accept 
any make of cleaner in part exchange 
for one of our new machines, 

Instead, therefore, of our possible 
petite oa ‘field being limited to those 
‘Prospects who were not already | 







SERTE? M BER, 


a 1932 


‘their. hands e: ties 
a day during weekdays and twice onj 
this totals 46,800 dryings, or] 


“Do you know any vacuum cleaner 
























What are your ambitions in business? What will 
you be doing in rwo, three, five years from now ? 
What kind of position do you desire ultimately 

to obtain and how much salary do you expect 

to carn ? 

If you cannot answer these questions it 
means that your ambitions are vague and 
your methods of achieving them hap- 
hazard. It means that instead of 
working step by step to a carefully 
thought-out plan with a set purpose 
and a definite objective, you are 
just taking chances with your 
future and koping for the best. 


IF YOU WANT TO 
MAKE “SURE OF 
SUCCESS YOU MUST 
PLAN YOUR CAREER 


** Splendid,” you say, ©“ but how 
can I plan a business career. I 
don’t know quite what I want to 
be. T don’t know whether I 
should be a Commercial Accountant or a 
Company Secretary or a Cost Accountant or an 
Inspector of Taxes~or any of the hundred and 
ene executive pasitions in business. Neither 
do I know how to qualify for one of those 
posidons.”” 
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Afackay, 



































romances were: oe Bot 
Chartered Accountan 

given that The $ 
efficient for commer 


All this, and much more, is made clear to Eee and for 
you in the 180-page Guide to Careers offered vice of i 
free—which also tells you how you may have can be paid b 

; SUCCESS SN 
your career specially planned for you free by teed, ad for n 
the Principal of The School of Accountancy. Sune Mark your : 





SOMEOF THESCHOOLS CIVIL SERVICE 
eae CAREERS. Axeistgnt 
COURSES eo o >œ The School of inapector of Taxes, Cistome “ incites wd A W PA Aune i 


and Excise, Buctutive Glass, 
Clorical Class, Post, ENSO. 
Female Writing Assistants ; 
ages isio 24. These positions 
are obtained by competitive 
examination Ges ta aih 
Specialised Corres M ESNE 
Tultion theid De eime 
menced pow, Agk for ert 
<a pil Servers Spade 
pont Trep: ; 


Tue SCHOOL OF ACCOU 


lil) MOORGATE, LONDON, E.C.2 2 WEST REGEN 
MANCHESTER LEEDS LIVERPOOL BIRMINGHAM @ SOUTH ATRICA SHE 


idler whereby soudeets as 
rolliog wii nei “ghians 
tation af consultis pe 
duced tease AEE wore 
in the prorpio RE 
for Sema Cee hee eas, 


Accountancy gives specialised postal training for all 
Accountancy, Secretarial, Banking, insurance, Lorm- 
mercial and Matriculation Examinations, 4nd for 
appointments such as General Manager (Company 
Secretary, Accountant, Works Manager, Cost Aces sant 
ant, Office Manager Auditor, Cashier and Chief Clerk. 
Also courses for youths and ladies and in all tusines« 
and genera! education subjects. 























Telephone in Comfort 


f $ 
l THE WALLIGRAPH ARM 
u- 


pa ee ie Be ns A. Puga 
Sarwan) bey 


HM Post Office 











ensures this 


27 ins. to 
48 ins. 
complete 


oe en 



























| | electrically e: equipy 
became open to us. 





a good ideal’ i 
Or you read: 

ayei ust cut that 
out, ane you do, but tant find it when you want. 









Salesmen have met ‘with ease after 


The MASTROM. INFORMATION SYSTEM and- 
“EQUIPMENT. so classify and automatically: store 
“pour DATA... a PRESS CUTTINGS .. . your 
BOUND BOOK ITEMS, that they are instantly 
available when required. 


ith: the System and Equipment installed, at. the 
touch of a button, se to speak, you. command 
< every learned pronouncement, the opinians of ‘the 
| foremost-experts, the best ideas, the most successful 
: methods concerning any subject, problem or task. 


out ’’ for a Pneumode an even more 
expensive cleaner but recently pur- 
chased. 








machine. 


: We do not consider, even yet, that 
a The System is simple and the Equipment ready for 
use. And you are started with a summary of che 
n best items from the data. files of MASTROM 
LIMITED. The condensed business “ counsel’ is 
- In-unique questionnaire form and is remarkable in 
the way it gives you surety in decision and power 
Anaction, «Purchasers: continually say it is worth 
the cost of the whole. outfit. 


| Furthermore, a publication is included which. gives 
“ you a broad knowledge of the Science of Business 
go thar you may not only overcome the inherent 
imitations of any strictly specialised duties, but 
APPLY your organised data so as to compel out- 
fener personal success. Mastrom is UNIQUE. 


vacuum cleaner. 







improvements to incorporate. In 
the meantime, however, our research 
has given us such an outstandingly 
attractive product that our sales are 



















keenest competition. 


Netra ert 


ON FOLLOWING 
THE SCORE 


Clip this advertisement out and pin it 
to your Note Heading, or write NOW 
Tor eriptive leaflet, “The Rare 
Mi #932). There is no obligation. 


M LIMITED — 
JOLLY LANE, ERDINGTON, | 
E BIRMINGHAM 













{Sidney Dark tells about 
ai ‘Wagner i in his book, London. 





| araga by the Philharmonic Society to 
i conduct a series of concerts in St 
James’ s Hal, and he annoyed 


Symphony with no score on his desk. 


The secretary remonstrated with him, 
and at the next concert, when another 
symphony was in the programme, 
Wagner had a score and turned over 
its leaves as he conducted. 


Afterwards, the secretary kindly 
thanked him for submitting to the 
wishes of the London Committee, and 
the sardonic German showed him the 
score, 





If you want 


Accessibility It was Offenbach’s Tales of Hoffman! 
$ Portability It is rather necessary to know the 
Rapid Reference ‘score ” to be great in one’s line, 


whatever it be. But is it not even more 
necessary that, knowing the score, we 
should. lift our eyes from its pages and 
throw ourselves into the interpretation 
of it, as though it were not a written 
thing but something we were living ? 


Flexibility 
1: Compactness and Economy 
in your: record- d- keeping, install 
Robin” Looseleaf Books. Send a 
post card for free illustrated 
catalogue. | 

— introductory Outfit 

Robin Book 581B, bound full’ maroon 








AAEE d 
HOW OLD ARE YOU? 


If you want to know how old you 
really are, you have but to study your 





> buckram, with A-Z index and 200 leaves 

cooo ruled for Stock Record, Feint, Cash or 

as Ledger, on seven days’ approval 
w 9/6, post free. 


J3. W. RUDDOCK & SONS 





. exclamation, which I 


case where a customer has “ traded 


We. take this as the finest} 
possible tribute to the virtues of our) 


we have produced. the really ideal | 
We are still ex-| 
perimenting and searching for new] 


rising rapidly in the face of the 











| J. &H. BELL, Ltd. 


Whether one is a. musician, ase entist, $ 
or just an ordinary human being, there : 
{is something to ponder in the story], 
the great i 


Wagner, so the story runs, Was. once 


vin PR 
| precisians by conducting a Beethoven f 





own mental reaction to this interrogative f a Es 
fo o Reckoners: for’ every trade: and: purpar a iat 


















-chances of business? | 
- The impressions created by : SS : 
your letters may turn the 

scale. 




















You need something | __ 
better than stationery | _ 
that merely ‘answers 
the purpose’. 































if you will send us one of your present. f 
letter headings, we will tell you Wo F 
we consider it good and appropriate. _ 
Let us know how many you order f 
and we may be able to save cost | 

and improve the quality of work by : 

our production methods. | 

























Designers & Printers of Lare Headings 
Carlton St, Nottingham 























PE NS AND PENCILS | 


3 Weite for smepnesiromieadingNoveltyHousesor The 
Atara Pen&Pe nck Co. Lid. High Bolborn, WC. 








SMITH'S- 
IMPORTERS" 
CALCU LATOR : 


AT ANY RATE OF EXCHANGE 


Quotations per 100 Kilos 
or per 100 Ibs. 


DIRECT TO STERLING : 
Price 8/2 PER TON Post free Ss 








































= HOW GROUP PEN SIONS | 
oS REDUCE OVERHEAD COSTS 
$; (Continued from page 34) 


o The sharing of the cost of a Life 

Insurance of one year’s salary (for 

all employees’ dependents in the 
event of unexpected death) may 
-be calculated at 1 per cent. 


Zs This schedule is that which is 
ue Eeierally used for contributory plans; 
but # can, of course, be altered to 
suit the individual requirements of 
ee any Company. 
= From. the salary schedule at the 
“head of this article it is easily recog- 
ised that as an employee progresses 
from grade to grade he is credited 
according to the amount of purchased 
pension in each grade, the totals of 
<:> which constitute his final pension on 
retirement so long as he survives. 





Finally, it may be said :— 
(1) Pension plans are sound 
business practice. 
(2) Your insurance broker will 
= advise you of the company most f 
likely to suit your particular needs. œ 
— (3) Delay itself is costly—not 
pensions. 















To those directors of companies | 

vho are fortunate in having an 
mount of money left in trust, it is 
recommended that your insurance 
broker is consulted as to the best 
market for purchasing pensions and 


for. maximum protection for your | 
employees at minimum cost, for a Here is a machine of real BUS 


pension scheme is definitely a means that you should know more about. 
of reducing your overhead costs. Let us send you particulars and 


Kaye’s ROTAP Agency, Lt 


LONDON : Cecil House, 57a, Holborn Viaduct, ECI 
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. A Personal Problem Which 


Solved a Universal One CENTRAL 1300 (3 lines). 
M: r. King Camp Gillette, the MANCHESTER: G40, Royal Exchange Buildings. 
aS inventor of the safety-razor, who BLACKFRIARS 5478 
died the other day, built up a huge Also at: BIRMINGHAM, BRISTOL, CARDI¥F, GLASGOW and LEEDS. 


business and became a millionaire 
because the solving of a personal 
problem presented him with an 


— opportunity of applying it to the “WATER SPRITE” 


world in general. 


As a travelling salesman he was HOSE REELS 


obliged to shave himself in the train, ‘ : 
and, having endured it for nearly ensure fire protection 
-twenty years, he experimented with ie a Fire emergency handiness is vital. 

a model safety-razor. It solved his ‘WATER SPRITE ” Reels are in- 


ERE | + stantly available for effective use. Simply 
own problem and he was quick to see run out the necessary length of hose and 


oe its universal appeal. open the shut-off nozzle. Full pressure is 
The rest of the story is one of | Obtained immediately. 


Ba as oe ee i Also suitable for washing-down purposes, 
organisation and scientific marketing | in garages, mixing rooms, etc. . 


based on advertising. He had some- There isa ** WATER SPRITE” Reel 
thing to sell men had long wanted; | to suit the requirements of every hose user. 


his job was to see that they were first | Let us quote for your reel requirements, | 
told about it, and then that “no The WATER SPR T E Co. 
difficulties: were placed in their way | a sie na a eet 
-i in obtaining it | F 









BlueBlack, | 
Red, Blue. | Í: ‘ 
"Green or q 
Violet 





COLOURED : PENCILS è INKS 


: SALMANGER MAP 
1  — OUTFIT 
GAZETTEER and MAP OF 
ENGLAND AND WALES 
with 
5 COLOURED PENCILS 


£4 6s. 6d. 
SPECIAL OFFER 


| The Gazeticer will be supplied 
| ‘separately at the Special Price 
of 2/6, post free 








































anata ata Ae BAY 


Towns under Counties, 
`- Populations, early closing 
and market days 


untae mar e re 













Economise in Space 


-Ask for [ustrated List from 
sole owners: 


DRAYTON 


PAPER WORKS LIMITED 
So » Fulham, London, S.W.6 





FREE ¢s¢*s WORDS 


A. remarkable list of words. that mapy 





5 people use for making their letters; advere 





tisements, talks and all work with words 





see brilliant and sparkling, more inspiring, more f> | 
mo p 3 p troduce._ ‘International Motor Car, Motor oyee and Gycieè show, i 
i- Oct. 6th-16th, Paris. F 


ae ‘Southern Textile expesiting;: October 17 th-22nd,. 1982, The 
Greenville, South Carolina, USA. ea ce hee 





252 penetrating. {t is sent absolutely: free. fo. int edu 
“oo coniekly Hartrampf’s Vocabularies, acclaimed by 

pent business men as the greatest inve 
‘alphabet. Send for. thë de, at e AR 
Psychol logy a Dem _ ode 
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| Chocolate, Confectionery 


Jd Autumn intl. Samptes Fair, 









THCOMING 


m ' rong Rt, re 
i : a: į: : $ 


“Machinery &  Accassoriet 
Exhin, Aug. Bist-Septe sth, 1932; i i ae Loudon, 


36th intl. Bakers’. & Confectioners’ Exhbn. . Sepi 
3rd-Sth, 1932 Royal Agricultural Hall, London, N 


Furniture Exhbns, (Trade only}, Sept. 5th-15th : 
chester. 


Man. 


Fashions Exhbn., Sept. Sth-léth, 1932: Olympia. 
London. 


Business Efficiency Exhon., Sept. i2th-17th, 1932; 


Manchester. 

‘Building Trade Exhbn, Sept. iith-2sth, 1932; 
Olympia, London. 

Grocers’ Exhbn., Sept. eau, 1932; Heyw 


Agricultural Hall, London, N. 


Chemists’ Exhdn., Sept. 10th-23rd; St. Andrew's Hall, 


Glasgow. 


National Hairdressers’ Fair of Fashion, Sept. 20th- 
20th, 1932: Olympia, London 

Hull “ Daily Mail” Brighter Homes Exhdn., Sept. 27th- 
Oct. 8th, 1982; City i, Manchester. 


Textile Machinery Exhbn., October: 
Leicester. l 


Granby Hall, 


Advertising & Marketing Exhbn., October; Manchester. B 


intl. Exhibition of inventions, Oct. Ist-Lith: 
Hall, Westminster, 


Shoe & Leather Fair, Oct. 8rd-7th, 1992: 
Hall, London, N. 


North-East Coast British Empire Exhbn., 
15th ; Middlesbrough, 


Agricultural 


Oct. &th- 


Olympia, London. 


Tth ideal Home & Foods Exhbn., Oct. L5th-2ith, 
1932: Edinburgh. 


Medical Exhbn., Oct. 17th-2ist: 
Hali, London. 


Nationa! Dairy Show, Oct. i8th-Zist, 1932; 


ry Royal 
Agricultural Hall, London. 


= Fruit Show & Canners’ & Alied Trades Exhbn., 


ber Zist-29th, 19382; Birmingham. 


54th Brewers’ & Allied Traders’ Exhbn., Oct. 
Nov. 4th, 1932; Royat Agricultural Hall, London. 


international Cycle & Motor Cycle Show, Nov.-Dee.: 
Olympia, London. 


OVERSEAS 


Cork Industrial & Agricultura! Exhbn., May-Septembier, 
10823 Cork. 


Sth Radio & Gramophone Exhbn., Aug. 19th-28th : 
i932: Berlin. 


British Trade Exhbn., 
Copenhagen. 


Canadian Nationai 
1932: ‘Torante. 


Autumn Fair, Aug. 28th-Sept. Ist, 1922; 
Restaurants Show, September, 1932; 
Sept. 4th-11th, 


Sept. 24th-Oct. Sth, 1032; 


Exhhn,, Aug. véth-Sept. iOth, 
Leipzig. 
Berlin. 

1032; 
Prague, 

Royal Netherlands Sample Fah Sept. Sth-15th, 1932: 
Utrecht. 


international Levant Fair, Sept. Gth-2ist, 1932: Bari. 


international Motor Boat Show, Sept. 24th-Oct. dth, 


1932: Paris. 


Grocers’ and Allied Trades Exhba., 
1932; Belfast, 


Oect, Sth- l5th, 


1932 - 


| LTD. Bush House (West Wing), WO3, 


| CARO INDEX SYSTEMS (VISIBLE) 






Central | 


‘GENERAL TYPEWRITER. EXCHANG 
S, Theobald’s Road, ooe Row, W 
‘Telephone: Chancery T749 :; 

VISIBLE INDEXES 


1 St London, 5.W. 1. 
Automobiles & Motor Boat Show, Oct. 13th-22nd, 1032; | 


New Horticultural | 
Telephone : North 0453. 


20¢h- 


| HAYDN ROAD. NOTTING 


|| aar T 19 NA 





CALCULATING MACHINES nae 
l C. BURNHAM & CO. (GREAT. BRITAIN, 








Telephone : : Temple Bar 8700 






GILBERT WOOD, 78, Queen Victoria Street, 
E.C.4. Telephone: City 2205 ye 










TOLLO {1931}, 108, 
Halbarn 2089. 







vt 
Kingsway, 


W.C.2 Telephone: ae AE 






FILMS — 

GEE FILMS, LTD, Productlon-Distribution, 
3, Leicester Street, WEZ Telephone: Gerrard auth uaa 
6403. BAe 
PHOTOGRAPHY O = > a 


LOGAN (LONDON), LTD. Field House.. Brean | oe 
Buildings, E.C.4. Telephone; “Holborn 0002, oo 





TRADE MARKS AND. PATENTS | 


REGINALD W, BARKER & CO., 56. Ludgate Hitt, oo S 
E. C4. Telephone : y Centrat 1882. ee 







TYPEWRITERS & ACCESSORIES 









BIZADA (CARTER-PARR ATT, LED. i: 16, Victor 
Phone: Victoria 1045/6. > 


CAVEDEX (C, wW CAVE E CO ETD: me ee 
Farringdon Road, E.C.1. M Telephone z Holbo 












| WINDOW DISPLAY service 
 TEXTOPHOTE _ r i 


ei Copenha on 








STUDIOS, LTD. 






P.P. PAYNE & SONS L? 







Customers valuéa good-looking: reliable pencil. 
either wood or propelling. It is splendid: ae 

the Year” publicity. Sere on your business- 
letterhead prices and a- sample NOW: 


Judge for yourself, then order. hah i — > 
S. M. ELTON. LTD. 
28, COWCROSS ST., LONDON, EC.l Clerk. 6767 E 















INCREASED PRODUCTION 


Increased production is obtained by. the introduce 
tion of Guide-o-Graph Marking System which 
} will save space, labour and wages, and introduces. 
} orderliness and speed y well-controled traffic ine 
} side the factory. es mA 
i Write. jor free lotdër coe 
A SA FETY SERV re GE ay 
EY, BIRMINGHAM. 
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A CONVERSION SCHEME 


IN 


he War Loan Conversion 
operation, by common con- 
sent, has been the greatest 
financial achievement in history. By 
a stroke of the pen, as it were, 
the British taxpayer has been saved 
one-and-a-half per cent. interest on 
over £1,800,000,000 and accordingly will 
benefit to the extent of nearly 
£530,000,000 a year. 


Put in another way, the conversion 
scheme has saved the nation something 
like £30,000,000 a year in its ‘* over- 
head *’ expenses. Every business man 
will appreciate what that means, for it 
is the ** overheads ” that are the most 
burdensome and the least controllable of 
all business charges. Whether trade be 
bad or good interest on capital, rent, 
rates and taxes and management ex- 
penses in general must go on, remorse- 
lessly piling up the load the finished 
product must bear and often forcing 
selling prices to heights at which effective 
competition becomes impossible. 


** Overhead *’ expenses must come 
down. That is an essential to 
business recovery. But how are they to 
be reduced ? 


An improvement in trade would, of 
course, help in the best possible 
way, because it would automatically 
reduce the percentage of ‘‘ overhead ” 
expense to business done. Trade, 
undoubtedly, is showing definite signs 


of improvement, but that does not 
offer an immediate solution of the 
problem. 

Thousands of businesses in this 


country to-day, large and small, are just 
about “* breaking even,” neither making 
nor losing money to any extent. ° In 
many such businesses a comparatively 
trifling saving on ‘ overheads ” wotild 
mean a substantial profit. For instance, 


OFFICE MANAGEMENT 





a saving of £500 a year would mean an 
extra 2 per cent. dividend on a business 
with £25,000 capital, 


Now such a saving can be made in the 
Correspondence Department alone of 
many businesses. 


Mr. Frederick Hutchinson, the well- 
known business consultant, in his new 
book on ‘* Office Methods and Practice,” 
expresses the opinion that one-half of 
the money spent on business correspon- 
dence is wasted and could be saved 
without the slightest loss of efficiency. 
The remedy, he suggests, is to substitute 
the Dictaphone for shorthand in the 
handling of everything that comes under 
the general term *‘ correspondence,” 
including, not merely letters, but all the 
inter-departmental notes, memoranda, 
and instructions which constitute the 
vehicle by which business is controlled 
and carried on. 


Mr. Hutchinson was responsible, some 
years ago, for the introduction of the 
Dictaphone in the offices of Messrs. 
Cadbury Brothers at Bournville, and 
the figures he gives in this connection are 
very striking. It was found that when 
the Dictaphone displaced shorthand, the 
typists more than doubled their output 
of typed matter. Naturally, a doubled 
individual production means that work 
is done at half the cost. That is true of 
every office, large or small, and of every 
description of work, and it is the basis of 
the Dictaphone appeal to every Exec- 
utive who is interested in the problem 
of reducing overhead expense. 


The Dictaphone, however, does far 
more than double the typist’s output. 
It doubles the capacity of the busy 
Executive to get things done. 


Instantly ready, at all hours, it enables 
him to dispose of his executive tasks 
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with a speed and promptness no other 
method can provide; he does the things 
he must do at the instant they should 
be done. Thus he gains the inestimable 
advantages of a clear desk and complete 
control of his work. At the same time 
he effects a saving in overhead costs 
which in many businesses may be quite 
large enough to affect materially the 
final balance sheet. 


You can carry out in your own office a 
‘** Conversion Scheme "’ which will save 
you a large sum annually, Replace 
the shorthand method by the Dictaphone 
System and you will save not 1} per 
cent. but 50 per cent. on the “ over- 
head ’’ you spend on your 
correspondence, 


business 


Write to-day for a copy of Mr. Hutchinson's book 
st will throw a new light on the problem of office 
control, It ss sent free by -— 


THE DICTAPHONE CO., LTD., 


Kingsway House, Kingsway. 
LONDON, W.C.2. 


Telephone : HOLBORN 4161 (5 lines). 


And at Manchester, Birmingham, Liverpool, Gleagow, 
Bristol, Leeds, Newcastie-on-Tync, and Dublin. 


POST THIS COUPON NOW 


The Dictaphone Co. Lid., 
Kingsway House, Kingsway, 
London, W.C.2 
Dear Sirs, 
> Kindiy Mr. Hutchinson's 


send Book, 


" Office Methods and Practice" 


me = i 


i 
Every Book-keeping Machine 
needs 


MARKL 


the most rapid Loose- leaf Book 
for Machine Posting 


SSE SRR Oe eRe eee ee meee 


The Sheets are automatically freed for posting 
when placed in the special tray: no levers to 
pull, no catches or screws to operate. 


Easily adaptable to any State- 
ment or Offsetting requirement. 


FOSTTNRERETRESS CRETE eee eT eee eee eeeeeeeeE TIITTIITITTILE Titi) MALL) 


No more sheet troubles : only 
more speed. The storage problem 
is also solved. 


SSCS CREE ORR Ee eee 


Write for Peete 
Booklet No. A240/229. 


SPSS CS RES SSSR PSE HER eee 


Moore’s Modern Methods 
LTD. 


12 St. Bride Street, 
London, E.C.4, 


Established 1909. 
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Increased Efficiency 


Lower Cost 


NCREASE the effici- 
ency of your Organi- 
sation and reduce 
expenses by installing a 
“SEDEX” Visible Re- 
cording System. 
the numerous 
“ SELDEX” Systems is 
one ideally suited to your 
needs 





pr for every g eres hate 


its kind, 


N failingly d B 
BUDGETING PERSONAL ADAR ET accurate, and BRITISH 
STOCK CONTRACTS Every “ SeLDex” System has been proved 
COSTING SHIPPING practical under actual working condition: 
INSURANCE PURCHASES by the most successful business houses io 
MACHINERY * PRODUCTION the country. 


Write for complete illustrated lists of the 
time-and-money-saving 


LD€ 


Visible Recording Systems 


INFALLIBLE CARD SELECTING CO. LTD. 
Halford Buildings, 249 Corporation Siret, BIRMINGHAM 


London Offices: H 5, Warner Street, rnp Pleasant, E.C.1 


A 














An Ericsson Telephone on your 
desk places your organization 
at your finger tips—directors, 
secretary, accounts, warehouse. 


Clear-speaking, efficient, fool- 
proof, a really faithful servant 
which is earning its keep all the 
time. 


Our new instrument (ill.) with 
bakelite case and s trans- 
mission features is now in 
production. 


Write to-day for paai pon and 


literature, and particulars of 
our rental system. 




















Ericsson Telephones Ltd. BRITI SH 
London. Wid TELEPHONES 





Telephones: Holborn 3271/3 


A 7 DAYS’ TRIAL 


WILL CONVINCE YOU that this little 
machine is indispensable. 









It will speed up the opening of your mail by 
saving 20 minutes in every 30 now taken and 
there is no fear of damaging contents. 


BRITISH MADE 


“VELOS” LETTER OPENER 37/6 


your stamps at 150 per minute use 


the BRITISH H MADE 
“LIGHTNING” STAMP AFFIXER 


Retail 3 guineas. With Numerator 10/6 extra. 


This machine can also be used with dummy 
stamps for advertising purposes. Specimens 
supplied on application. 
Write for further particulars to 
FRANK PITCHFORD & CO., LTD., LONDON 
WELL HOUSE, WELL ST., E.C.I. Phone: NAT. 0055 for Office Devices 
a ee 
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FOR OCTOBER 


iA N A G E M ENT How we are Increasing Turnover 


: WALTER HARTLEY, Assistant Managing Director, Harding ; Titon & & Hartley a 
Poliey, Finance g | 


Management Incentives which Increase Efficiency ae 
by Dr. C. H. MILES, Director, National Institute of industrial Psycho 


The Broader View - - - -~ by ROBERT R. UPDEGRAFF 1 
Six Firms Increased their Profits- . - HOW THEY pio m 
Trend of Business for October - - by the EDITORIAL BOARD 


Why not Cover all your Risks by Insurance ? fe 
by A. L. BEESLEY, Furniture | 


Business Books 


wa K E T 1 te G This Selling Plan Doubled Turnover - A 
Father Xmas can still Sell - = - | ga 


= Order Forms which ee - 


ODUC TION g 12 Plans which Raised Production eo 


quipment, Me tho ds by L W. FELIX, Production Engi 
ao How to Keep your Staff Healthy and Efficient 


OFFICE P RACTICE To-morrow’s Profits Begin To-day i in the © Office 


ey He Ge ME 
uipment, System ee 
£400 Overtime Banished from Mail Room E e A j cox 


Collecting Instalments Promptly at Low Cost 
by G. S. ROBINSON, The Standard Furniture Co. 


This Record Measures Employees’ Ability = ; 4 
Filing Methods which Save Time and Money . a — 3 
Do You Know? - - 2 “ - a o coe Aa 

The Newest in Business Equipment and Services | 


BA 


/~ per annum, post free. Per copy 1/6, post free. All tights of translation and reproduct on 
tly reserved. Agents for Australia and New Zealand: Gordon and Gotch, Melbourne and 
nt: I ai South Aica and the Continent : Wm. Dawson & Sons, Ma wh 


apin- -isj per annum, home and Continent, post free. Per copy 1/-, post free 1/ 3 Overseas 
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ODERN business practice demands 
bigger return from expenditure. 

Progressive business houses throughout 
Britain have ceased to pay for wasteful 
routine operations by adopting the inex- 
pensive and efficient *“EGRY” register. 
This small and inexpensive device eliminates 
all unproductive work such as interleaving of 
carbon paper, the handling of stationery, etc., 


in dealing with :— 
Stores Requisitions tata Orders Credit Sales 
Invoicing Repair Orders Receiving Records 
Stock SN Purchase Orders Warehouse Orders 
Delivery Notes Internal Svante Goods Inwards 
Production Orders Cash Sales Reports 





Write for particulars of the 


EGRY Cash Till 


Forty years’ experience enables us to 
claim that this ts the best, cheapest 
and safest of its type on the market 


One turn of the handle delivers 
2 to 5 clear and unalterable copies 
of the original entry; auto- 
matically presenting a fresh set 
ready for immediate use, and 
retaining—in certain models— 
one copy ina locked compartment, 
for checking purposes. 


EGRY Registers have been 
adopted for greater control, 
accuracy, speed and economy by: 


Manufacturers, Wholesalers, Retailers, 
Mail Order Houses, Hotels, Turf 
Commission Agents, Shipping and 
Haulage Contractors, Garages, etc. 


PRICES RANGE FROM 7 TO 43 GNS. 


EGRY L? 


WARPLE WAY, ACTON, W.3 


TELEPHONES: SHEPHERD'S BUSH 2431 & 4484 





Write for comprehensive 
illustrated literature or a 
demonstration. 


More than forty hand and electric 
models, comprising Cash Tills, 
Summary and Analysis Machines, 
are available. 


Our London Factory is not only 
equipped for the manufacture of 
continuous stationery for use in 
our Registers, but also for the 
manufacture of Continuous Roll 
and Interfold Stationery for use in 
Billing Machines, such as Elliott- 
Fisher, Underwood, Remington, 
Smith Premier, etc. 
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USE THIS 


If you desire information from 


the Editor or from Advertisers 


To BUSINESS Sas Department, 6 as E, 


m a 


Pou 


Please send, without obligation, more information in connection with advertisemen 
(or advertisements) in the October, 1932, issue of BUSINESS numbered below 


Numbers (see Index opposite) 
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@ Check down this 
index and turn to 


those announcements 


which offer Service or 
Equipment which may 


be of use to you 


BE OBTAINED THROUGH THE ANNOUNCEMENTS 


IN THE ADVERTISEMENT PAGES IN THIS 


Page 
ADVERTISING AGENTS 


(1) Gibbons, J. J., Ltd. Cover itt 


ADVERTISING a as 


a A. G. Standard Co., 7 37 
(3) Altura Pen & Pencil to, Ltd. ; 33 
BLOCKMAKERS 
(4) Nickeloid Electro-type Co., Ltd . 38 
BOOK-KEEPING SYSTEM 
(5) Cronhelm, C. A.,& Co... 41 
BUSINESS BOOKS 
(8) Effolency Publishing Co 46 
te Foyle, & G., Ltd. 4 46 
8). Pitman, Sır Isaac & Sons, Lid.  . 40 
(9 Peychology F Publishing Co 46 
(10) Shaw Publishing Co., Ltd 39, 40 
BUSINESS INFORMATION dl ae 
(11) Mastrom, Ltd i a wi 46 
BUSINESS ORGANISER 
(12) Samuel, Philip š và 43 
CALCULATING MACHINES 
(18) Wood, Guibert Ja 47 
CALENDARS 
(14) Shaw Publishing Co, Ltd 28 


CASH REGISTERS 
(15) Egry, Ltd. .. : 4 


CLEANING APPLIANCES 
(16) Fimnell System, Ltd 


CONTINUOUS STATIONERNE 
07) Egry, Ltd 4 
(18) Fanfold, Ltd. i 27 


DICTATING MACHINES 
OO Dictaphone Co, Ltd 1 
20) Edison, Thos. A, Ltd 41 


YOUR NAME HERE 


and your advertisement in BUSINESS means that you are in touch with an 
active market in which business supplies and services are in constant 
demand. This Index is a guide to known buyers; 
executives who know what they want and have the power, and also the 
inclination, to buy up-to-date equipment and to day’s services. 


Let us show you how you can enter the market. 


Page 
DUPLICATING & PRINTING MACHINES 


(21) Fono printer, Ltd 
| a} Kaye's Rotaprint Agency, 
24 


ells, K H. & Co, 
Ronco, Ltd 
ELECTRICAL ACCESSORIES 
(25) Grafton, Walter & Son, Ltd. 


FINANCIAL 
{28} Fareray Pulp & Paper Co. of Australia, 


.. 


Ltd 


HEALTH PROMOTION 
(27) Lucas, Wm BR és 


INKS 
(28) Aable, Todd & Co , Ltd en e. 


INSURANCE 
(20) DBritanuio Assurance Co., Ltd 


LOOSE-LEAF LEDGERS avi 
By Afoore’s Modern Me A ’ 
81} Ruddocks, Lincoln .. ee Sie ae 


MAGAZINES AND NEWSPAPERS 
(82) Truth 


MAIL ROOM EQUIPMENT 
(33) Pitchford, Frank, Ltd.  .. 


MANAGEMENT ENGINEERS 
(34) Clark, Wallace & Company 


MANIRCEDING REGISTERS 
(35) Egy, Ltd. .. soe 


OFFICE FURNITURE 
{38} Osda 


OFFICE PRINTER 
(S Kaye's Rotaprint Agency, Ltd 


PACKING SUPPLIES 
(38) Jones, Samuel & Co., Ltd .. 


88 
47 
40 


47 


34 


45 


41 


tv 


44 
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tw 
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Poge 
PHOTOGRAPHERS 
(89) Marshall & Co. Ltd 48 
PRINTERS 
40) Bell, J. & H., Ltd. . iS 
41 Tra n Paper Works i 44 
42 »>W & Co, Lid {4 








PRINTING MACHINE 


(43) Kaye's Rotaprint Agency, Ltd a3 


SCHOGLS, COLLEGES AND COURSES 

{44} Lingua phone Institute {Insets} 

45) Metropolitan College a 
468) Modern Baleamanaship (Insets) 

4 Regent Institute (Insets) 

48) School of Accountancy r 432 
49) Speedwniting, Ltd , if; 


STEEL OFFICE FURNITURE 
H Cox & Co 5 
51) Mulner’s Safe Co, Ltd : roe 


TELEPHONES AND ACCESSORIES 

(58 Ericsson Telephones, Lid ce 2 
53) Relance Telephone Co, Lid ne : ts 
TIME RECORDERS 


(es) Gledhill-Breok Time Recorders, A 
55) Servis Recorders, Lid 


- 
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TYPEWRITERS AND ACCESSORICS 


(50) Taylor’s Typewriter, Co , Ltd Corer r: 


VAPOURIZER 
(57) Calvort, F C & Co, Ltd he 


VISIBLE INDEXES 
on Oarter-Parratt, Ltd (Stzyda) 23 
{50} Infallible Card Seleting to, itd 


(Seldex) . 
60) Tabrary anaes Lia (Rardex) a 


WORKS FQUIPMENT 
He National Safoty Services, Ltd 3 
(62) Parker, Winder & Achurch, Ltd 
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it is consulted by 


ADVERTISEMENT DEPARTMENT, 6, CARMELITE ST., E.C 


Telephone Central 9893 


TRUTH IN 
ADVERTISING 





HAS 
BECOME THE | | 
CHOSEN IDEAL OF | 
.. LEADING ADVERTISERS 


Se 


TRUTH NEWSPAPER 
IN ADVERTISING HAS 
BECOME A FACTOR IN 
THE REALISATION OF 
THAT IDEAL ~ 


“TRUTH” BUILDINGS, CARTERET STREET, LONDON, S.W.! 


n 1931 our turnover 
was 45 per cent. 
ahead of 1930. This 
year, 1982, we have 
already eclipsed 1931, 
though I do not yet know: 
how far ahead the final 
figures will reach. 


au os of the ings 


‘Assistant Managing Director, Harding, Tilton & Hartley, Ltd. 


i are still, 


+ Sori iae 
hard, - for it. nS z 


e tiat to , apply with increasing 
vigour the P i it adopted to meet 


Fundamentally, the management’ s 


an was to strengthen all the forces | 


in its organisation to combat the bad 
period. This was directly opposed 
to any scheme of retrenchment “ till 
good times came round again.” This 
fm rightly believed that “ good 
times '' never come. It realised that 
e anufacturers must make their own 
good times by following policies of 
bold enterprise and keen judgment. 
_ The object of the firm has always 
b n to sell as cheaply as possible. 
Inder the new conditions, however, 


arly that this policy was. 


HO 


from an interview with 


WALTER HARTLEY 


(Van Heusen ogee 


To make this possible the first 
question considered was: “ Where 
will an apprenne beginning be most 
effective ? ° Obviously, the answer 
was, “In the selling field.” They 
decided to sell harder. The manage- 
ment critically examined sales maps 
and sales territories. They looked 
for the “ gaps '’; the “ thin spots ’’; 
territories which were only lightly 
covered by salesmen. Every one of 
these gaps they filled by doubling, or 
even trebling, the selling forces there. 


Then, in every territory salesmen 
wentsout to: (1) increase the number 
of accounts, and (2) to increase the 
orders from existing accounts. 

How was number one to be accom- 
plished ? 


Formerly, the company had sold 
only to a limited number of the 
leading retailers in each town or area. 
, however, i i 


Cader the. new gordin 


ecessary to meet criti 


INNEAN a LE 


qo accounts to be Secure 
Retailers, ir 
with everyone clee, 
oe mme p ASEN 


WE ARE ADJUSTING — 
OUR BUSINES 
FOR 


E BIGGER TURNON 


` products « 
l quality g poa 
F RAR seri 


‘vould: find \ most pred i 

as they would move: 

Consumer advertis' 

the company appealing G y 
along these lines of economy, q 
publicity was shown to the on 
as proof of the backing they wo l 
receive. ) 


This argument: seed 


also, 


who. already = hanoed 


fore increased in volume, 


In addition, asthe sales iue creased. = 


both trade and consumer advertising 
was increased to an exten’ delinitely 


the 
This provided 
Barons ee 


In proportion to 
business. 
Semiu 


Te r 


“the: me 





hundreds of new accounts, Reo. oo po 
Aao 
Heusen products. were, by the same e 
logical argument, urged to sell more: 
Orders. from existing ACO ts: there- ee 


| materials. 


He increased 
activity involved heavier 
buying and the handling 
of greater bulk of 
i If manage- 
-< ment was not closely 
critical of these new 
developments larger 
» errors would creep in 
and costs would mount = 4. 
Again, therefore, 
increased its forces, f 


Bigger 


A he accounts depart- 
ent and office staffs 
re enlarged. Closer 

C ahon: of the 
yoo depart- 
with the works- 
established, and 


ticularly was 

n scope and 

ip to give the 
omplete:- control a 


it mek be 

med that the 
sagt. costs” and oo 
nents is applied =- 
A keenly and on 

t el y to i; 


the "shies. there are a 
Tittle | ones; ane unless 


these - can. soon run away 


i I RA sum of money and 
inva pareen Ad non- 


2 No’ member of the staff i is permitted 


to confirm any order by telephone. 
= Ths applies to a box of typewriter 
2 ™ carbons or a small quantity of office 
= Stationery 


: just as much as to 
consignments of raw materials, 
machinery, or space for national 
_ advertising. 
: forward. by written order or letter. 


ok 


ric ciel, 1 this, daue Toska 


Everything must go 


Turnover in Home and 


Markets was obtained by a Campaign of 
ATTACK on depressed conditions. 
included :— 


HOME SALES POLICY. 
Increasing sales force to cover territories more intensely. 


Opening fresh accounts by proving products’ “ appro- 
priateness” tothe times and “quick-moving ” possibilities, 


Securing bigger orders from existing accounts through 
same argument. 


Appealing to consumers by advertisements stressing 
economy. : 


Backing retailers by free window dressing and exchange 
of soiled stock. ee 
Exchange to customers of goods damaged by faulty 
laundering, so increasing dealer and user goodwill. 
Educating laundries in better methods, thus redde g : 
exchange costs and increasing user sati isfaction. m : 


FOREIGN SALES POLICY. En 
8. Heads of firm personally visiting foreign agents, mwN ; 
creasing goodwill, enthusiasm and ensuring exact market 
requirements being met ; also perscmally visiting foreign — 
agent’s own customers, again a direct prestige. and T F 
business-getting move. ` $ 
Erecting own manufacturing plants in countries where 
exchange difficulties and duties were ening La 
trade. : T 


reputation for being one of the 
keenest and most critical buyers in 
the trade. 

One of the most important factors 
which have enabled this firm to 
increase its profits steadily is that it 

maintains absolute unity of control. 
Though the organisation is so big 


and widespread, Mr. Harold and Mr. 


Walter Hartley maintain between 
them direct contact with every detail. 

Invariably, these two executives 
are the first members of the staff to 
arrive at the office in the mornings; 
and the last to leave at night. They 
do not believe in departmental 
conferences. Both have had years 


` of practical experience in the manu- 
facturing, technical and selling sides. 


trade in thts 


Many 


textile 
and in 


of the 
country 
abroad. 


channels » the 


to direct 


tact with the firm’ 


countries. 
They- know ‘along what 
business- 
without frequent consultations with. 
is others. l 
oe , Thei ir M 


close and -cont 

-contacts with depa 
ment heads, in fact 
makes conferences un- 
necessary. Problems: 
are discussed and points. 
sett das soon as they 
arise, Rear Seat 

Anorher. factor whi i 

has increased the com- 
pany’s home trade is 
the cultivation of 
dealer goodwill. — The 
firm gives the dealer 
the utmost service a d 
makes him anxious 
handle its business. — 
dresses his windows 

and, when 

accum ulat f 

‘Vv which has 

-soiled through 

i exposed — a 
i ‘instan an 


Foreign 


This 


him, 


- daimased cose 

to the firm, or tH 
= the retailer, wi 
gs complaint _ ~~ that 


of cour: the firm Lion: ihar th 
goods were perfectly satisfactory 
in the first place. The quality 
of materials used and the. higt 
standard of manufacturing proce 
and examinations do not permit 
anything else. Nevertheless, it in 
variably replaces these goods for the 
complaining customers—not because 
it admits they are faulty, but 
because, by satisfying those custo- 
mers, it thus automatically. puts. th 
supplying retailer in a good light in 
his customer’s eyes. . Such a policy 
expands the dealer’s. trade and 
increases his appreciation of the 
manufacturers. It is this deale 
goodwill which is aimed at. 
Similarly, all dealers themselves ; ar 
empowered. to replace at onc 
without reference back to. the manu 
facturers, any Van Heusen goods 
that. customers return to the shop. 


This gives the dealer confidence 


Ho ta oe the P 





MANAGEMENT * CONTROL - POLICY 


Management 
Incentives... . 


effective when a man is promoted 

from a lower to a higher grade 
is that of responsibility. The fact 
that a man has a higher position to 
maintain is in itself a very definite 
urge to further and more effective 
work. He is not only responsible to 
the people above him, but also to the 
groups below him. Both have their 
influence upon his activity. The 
group below criticise him, and many 
of his actions are modified by that 
criticism. 

Under the systematised amalgama- 
tions know as rationalisation, there 
is a tendency to reduce the number of 
people holding responsible positions, 
and to reduce the overhead costs of 
supervision. I know of one large 
office of four. hundred people that has 
now only two or three supervisors. 
Previously that office took the form 
of a number of separate offices, each 
with its separate head and driving 
point. Now that those four hundred 
have been brought together in one 
office the incentive of direct contact 
is to a large extent lost. I am 
doubtful whether the reduction of 
overheads is going to be worth the 
loss in incentive value previously 


Prince the first incentive that is 


Prospect of Promotion 


ARE YOU APPLYING THESE 10 INCENTIVES 
to get the best from your managers ? 


1. Feeling of Responsibility, Power, Dignity 


2 
3. Greater Personal Freedom: 


given by prospects of promotion and 
direct contact with a number of 
heads. 

Similar changes are occurring in 
many industries, and the reduction in 
the number of supervisory posts will, 
in the end, reduce the total amount 
of drive and incentive amongst both 
workers and the minor executives. 
The number of higher positions being 
reduced, the natural incentive to gain 
such positions is reduced. In that 
respect firms are losing a good deal 
of valuable human force that might 
otherwise have been available. 


When a man is promoted he is 
generally given a title, such as 
“ Foreman,” “ Manager ” or 
“ Managing Director.” That title 
is in itself an incentive, for the man 
has to live up to it and maintain the 
self-esteem that goes with it. 

















Escape from Routine 


which make 
for increased 


efficiency 


by 
Dr. G. H. Miles 


Director : The Institute of Industrial 
Psychology 


ne of the attractions of a 
managerial position is that it 


makes possible an escape from much 
routine. Certain temperaments resist 
a clear-cut 


routine.. A position of 














management gives a greater degree of freedom. 
That again is in itself an incentive; the man 
feels he is free to develop in his own sphere. 
Again coming back to rationalisation, to what 






4. Giving Credit and Showing Appreciation 
5. Facilities for Gaining Wider Knowledge 

6. Inter-Department Competition 
7 







, extent are we limiting that impulse by reducing 
. Check Up by Keeping Records of Costs and the number of subordinate management 
Results positions? To a considerable extent, | am 







8. Organisation that allocates definite responsibility afraid. 
for every detail Another factor which is not recognised 
9. Giving Managers a part in Head Office decision sufficiently is the adequate appreciation ol 
10. Adequate Financial Incentive jada put forth by sets ata itsell, a 
ave frequently come across men who ar 








obviously doing their best, only to find that 
they are blameti.for the slightest thing that * 


all the credit and the works brs: 


the goods, got the blame 

the delivery was late, due to the 
anager’s desire to gain customers — 
almost - impossible dates. © 
man up. against difficulties. 
CLL g well, but he gt all- 


promising | 


the » sales 1 mr 


was. much ‘upset : : 
of one of his men, 
“He has no ideas, 
f st ideas. he: Shey 


a - quarters. 
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d costing systems is interesting, “The com 
, parison is often done on a basis of costs. nee 
_ | have seen many costing systems which $ 
put up before management the incen- tio 
tives at the wrong point. E 
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Success through 


MASTERY of ENGLISH 


What Students Say .-. “ Immense 
- Benefit” z. Striking 
Letters 


HE mary letters on file at the Regent 

Institute testify to the substantial 
benefits obtained by students who have taken 
the Postal Course in Effective Enghsh. 
A few extracts are given below :— 


I have greatly benefited by the Course, 
I thank you for your sound criticism, 
which has stood me in good stead.—G. S, 


During the first three months I received 
an increased salary. I now have more 
confidence in my vocabulary and personal 
efficiency.—M. C. 

I feel I must write to tell you of the 
immense benefit I have derived from the 
Course. My power of expression has 
greatly improved. Before taking the 

urse I was always shy and feit un- 
comfortable in the company of others. 
Now I am perfectly at ease in any ie ta 


The Course has hed a decided effect 

upo. my ability to speak in public, and 

on ,.iderably ee my powers of 
pelea =J. B 


Your Course as been a wonderful help 
to me, and I am pleased to say I have 
prospered by it.—M. B. 

The Course has helped me to study 
with the definite aim of advancement in 
view. In these lessons I have received 
expert advice and been placed successfully 
in a line which I hope to pursue with 
credit later.—-G, M., P. 


A few weeks before entering for your 
Course I was promoted to a supervisory 
position on six months’ probation. During 
the probationary period your Course was 
most helpful, and I believe it was a 
valuable factor in enabling me to merit 
confirmation of my appointment. I can 
honestly recommend the Course to all 
who desire to increase their powers of 
expression and general efficiency.—H. R. 


The lessons, with examination tests, 
are often perused in leisure moments. 
Progress is satisfactory, I being head of 
my department with a corresponding 
increase—thanks to my tutors.—H. F. 


For all-round improvement I honestly 
feel it would be difficult to find a shorter, 
gurer or better method.—L.B. 


Just two weeks ago ‘my employers 
offered me a splendid opportunity to 
prove my abilities. They asked me to 
organise and take charge of a new de- 
partment. Of course, the task is a 
difficult one, and there are many problems 
for me to solve. Twelve mon ago I 
should have doubted my ability to under- 
take it; but now I can face my great chance 
with more confidence in my ability to 
succeed. J have derived that confidence 
from studying your Course. Moreover, 
I feel that I have benefited in many ways 
from your tuition.-C. P. $. 


WRITE FOR 


FREE BOOKLET 


Post the coupon overleaf and you will 
receive a free copy of the Instirute’s 
prospectus —— “‘ Word Mastery.” Chief 
contents at a glance : 


The Power of Effective Expression. 
Why Word Mastery is Vital, 


How to Become a Winning 
Conversationalist. 


Languape-Power is Earning-Power. 
Free Test of Your English. 
Synopsis of the Regent Course 

. What Students Say. 
Better English—Better Pay. 
Known the Worid Over. 


Fill In and Post the Coupon overleaf — NOW I 
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Be a Master 
of English 


You are Judged by the Way 
You Speak and Write 








UCCESS in almost every walk of 
life is dependent upon the ability to 
‘use the right word at the right time. 


Have you ever realised that friend and 
employer alike are influenced by your 
manner of speaking and writing? If you 
fumble for words or make grammatical 
slips, you are constantly giving an un- 
favourable impression of yourself. 


‘The Regent Institute has evolved a 
system of instruction by means of which 
anyone of ordinary intelligence can be 
taught to express himself with clarity 
and force. 


How to Win Attention 

` Everyone can gain from taking a Course 
in practical English, because it develops 
the qualities that make for success every- 
where—clear thought, apt presentation of 
ideas and ability to capture attention 


If you want to enlarge your vocabulary, 
to avoid embarrassing errors, to express 
yourself forcefully, to write compelling 
letters, to develop conversational power, 
and to become a more effective personality, 
you will find ın this easy-to-understand 
postal course just the things you must 
know. The Regent way means only a 
few hours’ study a week. 


“ Words are 
Tools ”’ 


— 


“Words are tools, the most amazing 
and important yet invented by the human 
brain. Lack of them may be as fatal to 
your progress in certain endeavours as 
leaden feet or untutored hands would -be in 
other endeavours. Lack of knowledge of 
how to use words ts as great a handicap to 
a writer or speaker as is ignorance of how 
to sombine brick and mortar to a mason, 
To build with words or bricks requires more 
than mere knowledge of words or bricks: 
it requires knowledge of the rules of building.” 
—The late Gro. A. Dorsey (a famous 
psychologist). i 








Post the coupon and 
will receive by return a 


Post the 
Coupon plans sna the smportance of good 
NOW Strate ited” 7 ae 
Regent Postal 


by tie 
Course 

Effeotive renee and ie pa striking pros of the 

benefits gamed ts who pave ‘Galen 

original system of” training. 


Use the couma or write a saipe oplati for 
the booklet addreased to Regent Insti. “e 
Regent House, Palace Gate, Landen, W.3, 


Bon’t miss this opportunity. Send for ‘tha 
bookiet NOW., 


Coupon for FREE BOOKLET 


THE REGENT INSTITUTE 


(Dert. 336D), REGENT HoUsE, PALACE GATES, Lonpon, W.8. 
Please send me, free of charge, and without any obligation on my part: 
(a) A free copy of your INTERESTING BOOKLET, “ Word Mastery.” 
(b) Particulars of the moderate fee and the convenient terms of payment. 
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Poor Jeweller 


ersonally, I think Shakespeare did a 

great disservice to mankind when 
he penned that famous line, ‘ Con- 
sistency, thou art a jewel.” 

The trouble is, people have believed 
it all these years. Consistency is too 
often merely an indication of a small 
and narrow mind that has stopped 
growing. 

How can a man with a growing 
mind be consistent? How can he 
believe the same things to-day that he 
believed yesterday, with all the new 
light that comes flooding in upon the 
affairs of life? And if he does not see 
and believe and feel to-day as he did 
yesterday, how can he write the same 
way and talk the same way and act the 
same way? In short, how can he live 
what the world regards as a ‘“ con- 
sistent ™” life? 

I see no reason for striving to be 
inconsistent ; that is a pose. But I have 
lost my respect for Shakespeare as a 
jeweller! Emerson saw more clearly 
when he wrote, ‘‘ A foolish consistency 
is the hobgoblin of little minds.” 


o> 
Imagination— 
The Balance Wheel 


e are wont to think of imagina- 
Wi iat as the tool of artists and 
perhaps as the natural heritage of 
children. Too often we consider it a 
useless part of adult life, and as a 
positive liability in all business life 
except along that borderline between 
business and invention, 

But imagination is a balance-wheel, 
and as such we need it as much in 
business, with its cycles, as in the 
recurrent ups and downs of private life. 
This is the way Charles J. Finger, 
writing in ** Seven Horizons,” 
describes the balance-wheel of 
imagination : 

“* But if the gods have given you 
imagination you are projected into all 
kinds of troubles and difficulties while 
the body stands safe in the solid worfd. 
And when the body is in danger, then 
some particle of the brain busies itself 
and takes charge of things so that the 


§ 


by 


ROBERT R. 


UPDEGRAFF 


other self in you is perfectly complacent 
and contented, serenely confident that 
difficulties can be overcome and that 
the end is not at hand,” 
Sy 

When a Salesman 
Encounters an Objection 
A group of salesmen were talking one 

evening a short time ago, and the 
discussion reached that inevitable 
problem, ‘‘ sales resistance.” Each 
man was telling how he met this 
objection, and I was _ particularly 
interested in what was said by one of 
the most successful of the group. 

“ Whenever a prospect raises an 
important objection,” he said, “I 
always restate that objection briefly and 
fairly before I answer it. Then he 
knows that I thoroughly understand his 
point of view and he will be that much 
more willing to listen to what I have to 
say in answer to it.” 

This man has discovered an important 
fact about human nature: that to treat 
the other fellow’s ideas fairly is 
generally to earn fair treatment for 
one’s own ideas. 


The Londoner 

Took the Bait 

Ais story came to me indirectly, but 
it is too delightful to pass, even 

though I am not sure of the exact 

details. 

A small clothing shop on the South 
Coast enjoyed a good trade with visiting 
Londoners, though it maintained a 
provincial appearance. A visitor paused 
in front of the display window, and was 
amused to see that a complete formal 
dress wardrobe included a coloured tie! 
This was too much of a temptation for 
him. He strolled into the shop and 


Mi 
p 
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made a casual purchase so that he 
might engage the proprietor in con- 
versation. Presently he brought up the 
subject of the offending neckpiece, 
expecting to enjoy the embarrassment 
of the shopkeeper. 

‘* Oh, that coloured tie,” replied the 
rustic. ‘* Yes, I always keep some- 
thing like that in the window. I find 
that it brings customers like yourself 
into the shop.” 

Gea 


A Second Chance 


on Bargains 


here are times when advertising is 

too effective, and the chagrined 
shopkeeper has to say, “ Yes, | 
advertised a special price on that, but 
we are all sold out.” 

I was amused to learn how one 
retailer avoided this embarrassment to 
himself and annoyance to his trade in 
an ingenious manner. Customers who 
are too late to get the specials 
advertised are given a ticket which 
entitled them to the same bargain price 
when the goods are in stock again. 
This shopkeeper feels that he is over- 
coming any possible ill-will in this way, 
and also bringing customers into the 
shop a second time. 


a 
There Are 


No Solutions 


situation such as the world has 

been going through for the past two 
or three years cannot be straightened 
out by the magic of formule, nor can 
we solve our problems with any of the 
finality which we like to imagine is 
possible. 

In “ Night Flight,” a little book by 
Antoine de Saint-Exupéry, just pub- 
lished by The Century Co., is this 
profound observation: “I tell you, 
Robineau, in life there are no solutions. 
There are only motive forces, and our 
task is to set them acting—then the 
solutions follow.” 

Our hope of success in righting things 
is to apply all our intelligence toward 
analysing the motive forces and “ set 
them acting.” And there are signs that 
we have made a good beginning at 
this. ə è 
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RAISED ITS 
£90,000 
Cook, Son & Co. 
(Wholesale Textiles) 
1. Rapid adaptation to changing 
conditions 
2. Reorganisation of space to give 
better display of goods 
3. Quicker and more frequent 
delivery of goods 


4. Opening of a reception room 
and restaurant 


PROFITS TO 


By rapid adaptation to changing con- 
ditions and in spite of the fall of values 
of from fifteen to twenty per cent. this 
old-established wholesale house showed 
a substantial increase in profits over 
last year’s figures. 


A few experiments showed that the 


modern trade buyer is drawn by 
effective display of goods, and instant 
success followed a policy of reorganising 
departments to give more space for 
better displays. 


An overhaul of the dispatch depart- 
ment showed that quicker and more 
frequent delivery of goods brought more 
business, as when time was the 
important factor a customer always 
knew he could get prompt delivery 
from Cook's. 


This policy of increasing the number 
of daily deliveries with the firm’s own 
motor-vans was also discovered to reduce 
the costs of the transport department by 
eliminating time wastage and a general 
quickening of the whole system. 


A further step in the creating of good- 
will and confidence among customers 
was taken when a reception-room and a 
restaurant was opened. It was found 
that this move attracted more customers 
and that when they were in the building 
they were easily induced to stay longer 
and to go into matters more fully, so 
that often an order was actually obtained 
where the customer originally only 
meant to look in for a quotation. 


The success of these methods is a 
good example of the benefits to be 
derived by an old-established firm 
adopting modern methods. The old 
argument that customers of long 
Standing resent such changes was 
proved entirely wrong. Customers felt 
that the changes had been made entirely 
for their benefit, and the advantages 
they so obviously obtained by so-called 
"* modern methods *’ were highly appre- 
ciated and productive of closer business 
relations—the goal at which every 
supplier aims. 


A RECORD PROFIT OF 

£891,000 

Lewis’s, Ltd. Š 
1. High-speed turnover, allowing 
a low margin of profit 


2. Bulk buying from one central 
point before distribution to 
° branches . ° 


BUSINESS MANAGEMENT tor OCTOBER, 1932. 
itat 


How these 
six firmS.... 


@ Here are the 47 reasons why 
these firms made a larger 
profit in these last 12 months 


than in the 


3. Cash Sales only, no book or 
bad debts 
4. Always 
displays 

5. Few staff changes, through high 
wages and opportunities for 
advancement 


novelty in window 


Although showing a record profit of 
nearly a million pounds, this firm found 
it profitable to work on an average net 
profit per transaction of very little more 
than threepence, which gives some 
indication of the bulk of turnover during 
the year. 

They are enabled to do this by main- 
taining a *‘ cash sales only ™° policy, 
thus eliminating book and bad debts. 

Acknowledged as one of the keenest 
buyers in use trade, Lewis’s buy in bulk 
for all their branches through specialists 
who work together with such effect that 
keenest prices are always obtained and 


suppliers are always cager to give 
prompt and efficient service. In addition, 
Lewis's pay cash seven days and thus 
obtain all possible discounts. 

Window display is also in the hands 
of specialists who aim at catching and 
holding the public’s attention by novelty 
methods and rapid changes, so that 
shoppers always find something fresh 
in a Lewis window, and it gradually 
» : 


preceding year 


becomes a habit for them to inspect the 
display without fail each time they pass. 

Inside, every Lewis shop is scienti- 
fically heated, lighted and arranged. The 
customer is instantly aware of a friendly 
atmosphere. He does not feel that he 
is an intruder or that unless he buys 
something quickly he will be frowned 
upon. He can wander at will, un- 
molested by over-zealous salesmen, and 
thus in many cases his pleasant saunter 
lead him to buy goods he had not in 
mind when he entered. 

Lewis's have instilled in the public’s 
mind that not only do they give first- 
class service and admirable buying 
conditions but that their prices are just 
a little lower than elsewhere, a belief 
which is bound to bring them many 
customers in these days when prices are 
studied so fixedly by every buyer. This, 
probably more than any other point, is 
the factor which has given them the 
ability to increase their profits. 

Paying the highest wages in the 
trade, Lewis’s encourage their staff by 
offering plenty of opportunities for 
advancement and giving them ideal 
conditions in which to work. By this 
means they obtain the best service and 
few staff changes, so that much of the 
time and money spent by many firms in 
training new staff is eliminated. 


£4,211,356 AS AGAINST 
£3,684,161 LAST YEAR 
F. W. Woolworth & Co., Ltd. 


1. Continuously adding new and 
better articles to the low price 
ranges 

2. Topical window displays and 
ever-changing counter displays 

3. Pushing only the goods that the 
public wants 

4. Maintaining maximum rate of 
turnover for all items at all 
branches 

5. Keen bulk buying with cash 
discounts and budgeting ahead for 
supplies 

6. Selling on cash basis, so avoiding 
elosses and frozen credits 

7. Studying customer convenience 
Woolworth’s great secret is appro- 
priate and keen buying. To get an 
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. . . Increased 
their profits 


@ Yet none of these causes of bigger 
profits is peculiar: applied with 


aggressiveness 


they will bring 


equal returns for other businesses 


accurate sense of consumer demand 
buyers are primarily trained salesmen. 


Buyers search home and world 
markets for new products to add to the 
low price range. 


Suppliers are paid on what amounts 
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to an instant cash basis. This allows 
the company to take big discounts, and 
also gives them a big pull with suppliers 
in the matter of getting good deliveries 
and service. Suppliers naturally make 
every effort to give keenest prices and 
best value, as they want to secure and 
keep Woolworth business. 


Woolworth’s put their best selling 
effort into their best selling lines. They 
do not try to push on to the public 
articles that the public does not want. 
Open display allows the public to choose, 
and what is the public’s favourite choice 
is put forward and given the best display, 
while articles which do not find general 
favour are immediately dropped. 

Window displays are frequently 
changed so as to give prominence to the 
best bargains available at the moment. 
Whole windows are changed three or 
four times a week if necessary. 


This continuous flow of new articles 
attract the same public regularly week 
after week. It brings thousands cf 
curiosity seekers, the type often 
humorously called ‘‘ shoppers,” only in 
this case, the price being low, these 
“ shoppers ” actually do buy. Have you 
ever seen an ironmonger’s shop, or even 
a furniture shop, that you can drop into 
week after week and find new, fresh 
goods displayed and differently arranged 
counters? 


Every line is kept turning oveg at 
maximum speed. If any item lags, the 
price is reduced, or it is jobbed off, or 
even destroyed. Nothing is allowed to 
slow up turnover. 


Consumer satisfaction is aimed at. If 
an article is returned as unsatisfactory 
it is changed without question. 


Store lay-outs and counters are 
planned for customer convenience. 
Woolworth’s aim to make it easy for 
customers to shop, 


Woolworth’s profits (before tax) over 
six years have been :— 


1926...4,1,844,489 1929...£,3,326, 108 
1927... 2,470,917 1930... 3,684,161 
1928... 2,834,197 1931... 4,211,356 


OVER £40,000 PROFIT 
COMPARED WITH £33,602 
LAST YEAR 
Qualcast, Ltd. 

(lronfounders) 


1. Seeking for and snapping up 
opportunities 


2. Rigid economy and pruning of 
overhead costs 


Another record year in this firm’s 
history, in spite of continued depression 
in the heavy industries, has been brought 
about by wide-awake methods of pro- 
duction and marketing. Where many 
of its competitors have been content to 
deplore the depression and await the 
turn of the tide, Qualcast have made it 
a hard-and-fast rule to go out for fresh 
business, and never to let an opportunity 
slip by. 


On the other side rigid economy has 
been the rule of the day. The actual 
manufacturing has been under the 
closest supervision, and where new and 
better methods have appeared they have 
been pressed into service” without delay. 


Thus enterprise and economy have 
enabled the previous year’s satisfactory 
position to be maintained, and the way 
is always open for rapid expansion when 
the turn comes. 


£476,073 PROFITS IN- 
CREASED TO £670,117 
Marks & Spencer, Ltd. 

1. Keen bulk buying 


2. Continuous supply of new goods 
to low-price market 


3. Structural improvements 
make shops attractive 


to 


Keen bulk buying is the secret of this 
firm’s success. By carefully studying 
the public taste and market possibilities, 
such huge orders are placed direct with 
manufacturers that the latter can safe! 
reduce their prices to the absolut 
minimum, 

These prices, without complex 
mediate profits, are passed on 
the public. 


nte 
lirect to 


The fact that the company’s maximum 
price for an article is 5s. attracts a huge 
clientele not catered for othe: 
“ bazaar "’ stores. 


by 


Retail premises are designed to be 
attractive. A continuous policy ol 
building improvement results in shops 
which are not inferior in appearance to 
many high-grade department stores. 

The variety of goods sold is always 
being enlarged, thus attracting an eve) 
increasing clientele. 


AN INCREASE FROM 
£32,671 TO £40,617 


Meccano, Ltd. 


1. Manufacture and marketing of 
new lines to make fresh appeals 

2. Cultivation of new connections 
abroad. 

3. Reduction in 
organisation 

4. Continual experimenting with 
an eye on the future 


costs by keen 


Instead of relying on the continued 
success of proved lines and " waiting fo 
the depression to lift” before putting 
something fresh on the market, this firm 
has created new markets by designing 
new products to back up the old. This 
has had the effect, not only of bringing 


fn new business, but also of stimulating 
buyer interest in the older existing lines. 


Similarly, new connections abroad 
have been sought fôr and carefull 
cultivated, mainly with the long view in 
mira, so that page $ 


(Continued on 
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ome Trade shows Activity  —impòrts decreasing and exports hold- going on, 
aiee c ding ing their own: these three favourable employmer 
-tendencies—as they continue, mean employmer 
that the upturn will accelerate. Three power, an 
< further features to be hoped for are: that sales. 
unemployment will decrease; exports Already 
more than hold their own as a result of ghi 
< greater inter-Empire trade; production 
and: sales begin to show slight 
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SS: t few definite results. 
i} as. yet. Stock Exchange restive 
and likely to. jump either way. 
Preparations to be seen in 
“Many quarters for at least. a 
partial revival during next few 
months. ) Biertan 
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| EASTERN. AND- SOUTH- 
EASTERN.” DISTRICT: 
Agriculture still in the- dol- 
$ drums, with future prospects 
poor. General trade quiet, only 
light engineering being moder- 
ately active, o oo 2 EY 


E MIDLAND: DISTRICT: Iron 
i and steel, although fairly. 
fl active, still. uneasy. Price 
| cutting continues: revival ‘of 
I home trade. looked for. shortly. 
I Motor-cars. still the most active 
1 industry in. this district, and 
are looking forward to a good 

ason. ots and shoes in 



































THIS WINTER 


Learn anew language 


by LINGUAPHONE 


First you listen, then YOU FIND 
YOURSELF SPEAKING FRENCH 
like a Parisian! 


Wouldn't you like to be speaking 
good modern colloquial French—or 
any other language—with sureness 
and ease and with a perfect accent in 
‘a few weeks? 


Then fill in the Post-card eyed 
the first step to obtaining a Lingua- 
phone Course, which will ake this 
wish come true. 


You can see overleaf what the 
Course consists of — Gramophone 
Records to which you listen (thus 
acquiring a correct accent) ; the illus- 
trated book in which you follow the 
words (thus learning their meaning 
and seeing how the sounds are written 
and the words spelt) ; and the Instruc- 
tions which make the whole’ process 
perfectly simple. 


And you can test all this FREE 
for a week! For details of this offer, 
see overleaf. 


Gramophone \ 
INGUAPHONE 


LANGUAGE ESEE OR CROTO L FA 
Napier House, 24-27, High Holborn, 





You need put no 
stamp on this card, 
it is one of the new 
“ Business wag 
Cards " 


troduced the Post 
Office, an pay 
e he postage on it. it. All 

therefore 


is to fill in thè card 
anddetachitand post 
it exactly as it is. 
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Postapi 


will be 
paid by - 
Addressee 


BUSINESS REPLY CARD 
Licence No. 1580 







To the Principal, 
The LINGUAPHONE Institute, 
4, Napier House, 24-27, High Holborn, 
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ae take a further 


y rates are ia a 


stimulating effect on business. For 
instance, estate agents are busier: for 
as investors find returns on gilt-edged 
7 falling to 4 per cent. and 3} per cent., 
they are turning to real estate mortgages 
and property buying; a 2,000,000 
syndicate being formed for investments 
in house property is another symptom. 
Soon more money will become available 
for industrial investment ; this will make 
the forming of new enterprises and 
expansion of. existing concerns easier, 
and.so contribute to increasing activity. 
ie rise in stock markets and raw 
aterial prices has itself been a pro- 
- of easy money, for price advances 
Ip -tọ liquidate frozen credits, 
aie: balance sheets, allow loans to 
be repaid, and increase purchasing 


Exports Promising but Hampered 
ernal trade shows these signs of 
iprovemient, on balance. The doubt- 
feature is our export prospects. We 

ghtly down on a year ago. What 
e prospects for increase, or will 
ecline continue? 


Nationalist trade restrictions are the 
reatest obstacle: embargoes on ex- 
change, raised tariffs, import quotas. 
More than 30 countries have enforced 
‘gulations of some kind on imports; 

‘have restrictions on foreign ex- 
ange. Even last month more 
ippeared. Germany is putting on more 
mport quotas, raising its tariffs. 
land has increased tariffs. Turkey 
decreed more stringent restrictions. 
south America there is not a country 
ut restrictions, and conditions have 


We believe these restrictions will soon 
gin to ease. All countries have learned 
hat they are bad in the long run and 
hat they cut down exports and increase 
inemployment. Government negotia- 
ions: tò. reduce trade barriers have 
iready: been begun with several 
countries. 
On balance it would seem to us that: 
Empire trade will inc-ease as compared 
with a year ago’ our trade with 
‘Scandinavian countries will increase if 
we, as salesmen, use our opportunities ; 
cour trade with the U 34.A. will increase 
conly if there is a considerable upturn 
nthe States this autumn, which we 
loubt. Trade with the rest of the 
rid will probably not improve during 
his winter, It may decrease. Will 
ur increase with the Dominions and 
é North European countries more 
an offset the decrease elsewhere? We 
< it possible. 


iy should gain. most, 

and orders are an tepo 
, thing should be pointed out: it = 

ridiculous to blame these countries for | 

buying certain goods from other nations. | 

If other nations make goods more. to’. 


the needs and prices which these 
countries want and then push and 
advertise them aggressively, the blame 


is on us, not on the buying countries. $ 
Scandinavia is ready to buy from us, but ` 


we must SELL to them, too. 
Apart from Scandinavia and western 


countries, the European situation has | 
The | 
conference called to help the Central [~ 


got worse rather than better. 


and Balkan countries had no result. 
Restrictions on foreign exchange, 
imports and payments of interest on 
debts have been increased, not eased. 
Germany’s elaborate and gigantic 
governmental scheme for stimulating 


industry is still in the experimental co 


stage; if unsuccessful Germany's 
governmental. situation and 
debts situation will be worse. 
quotas and tarifs have been increased, 
Portuguese trade, likewise, is hampered 
by restrictions. The political and 
financial situation in Spain still hinders 
trade. France, Belgium and Italy are 
pursuing a nationalistic course; their 


internal situation shows no deteriora- 


tion, but their impon are still 
restricted. i | 


South American conditions are worse.. 


Political upsets and wars are affecting 


three-quarters of those countries and 


making profitable trade with them 
almost impossible. We are not drawing 
our interest on our loans to, and money 
invested in, those countries. We are 
not getting orders for our goods. Even 
in Argentina, Britain’s best South 
American customer, imports are 
shrinking, tariffs raised and restric- 
tions put on foreign exchange. Nor do 
Central American countries show 
improvement. 


Better Prospects with Dominions 


rade still improves throughout the 
Dominions. Encouragement to inter- 
Empire trade from the Ottawa agree- 


ments, better trade figures in the 
Dominions and increasing confidence in 
the business community will show their 
results slowly, but they are bound 
gradually to be reflected here in greatly 
increased activity. In fact, increase in 
inter-Empire trade is already taking 
place. 


Australia has almost reversed its 
situation. The Commonwealth budget 
shows a surplus. The Provinces, by 


reducing expenditure nearly one quarter, : 
have almost wiped out deficits. Internal ` 
interest rates have been reduced and : 


internal | 
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Why Not Cover 


~~ ALL 
Y ourRisks 


through 
INSURANCE ? 


by A. L. BEESLEY 








ears ago business men invested 

their capital, their management 

ability, and often their labour, in 
their enterprises and risked all hazards. 
Their profits came from both service and 
speculation—and, on the other hand, 
their losses were as often the cast of 
fortune as they were the result of poor 
management. 


But risk was early recognised as a 
separate factor in business. History 
shows an ever-increasing effort of busi- 
ness men to separate speculation and 
service, and by one means or another 
to distribute risks over the widest 
possible areas. 


Some of the developments in business 
methods will illustrate the point. 
Limited liability of the shareholders of a 
business, division of investments into 
debentures, preferred and ordinary 
shares, hedging in the grain markets, 
government regulation, employers’ lia- 
bility laws; fundamentally, do not all 
these go back to a need for safe methods 
of risk distribution ? 


Therefore, insurance has grown to be 
a necessary factor in modern business as 
a meang for equally distributing risks. 
It is unique in that, although it assumes 
the risks of individuals, it is itself not 
speculative. For while the risks of an 
individual business are incalculable, in 
large numbers of businesses these risks 
can be reduced practically. to constant 
figures to form a basis for the formula- 
tion of insurances rates. 


How we take Advantage of 
Various Kinds of Cover 


It is to be expected that insurance 
would become more and more effective 
as an agency for spreading risk as 
larger numbers of businesses aval 
themselves of it, and as time adds to 
the records of the past. And while 
insurance becotfes more and more 
effective as a risk-spreading agency, the 
tend is for businesses to shift moresand 


We carry a 
total pay-roll, for our delivery vans. 


more of their risks to the shoulders of 
the multitude by use of insurance, 


That is what we are trying to do with 
our insurance plan. 

My policy in operating my furniture 
business is to insure it against any wn- 
predictable disaster that might beset it, 
for we wish to take our profits from 
good service rather than from specula- 
tion. In this way—and only in this way 
can we gain any assurance that the 
business will be perpetuated into future 
generations. 





We ask ourselves: ‘* What are our 
risks?” Then, as a matter of good 


management: ‘* How can we cover 
these risks adequately and yet at 
minimum cost? ”’ 

Our many insurable risks can be 


noted from the kinds of insurance that 
we carry. They are: fire, consequential 
loss, life (on officials, with the company 
as beneficiary), group life, general 
liability, employers’ liability, third party, 
lift liability, boiler, sprinkler leakage, 
burglary, forgery», marine and fraud. 
Getting these risks covered adequately 
at minimum cost we have found to be 
largely a result of attention to details 
and a knowledge of our needs. 


Take our fire insurance as an example. 
Ordinarily we should find it advisable to 
insure our stock for a flat amount of, 
say, #500. But at some periods 
this would . be inadequate, as at 
Christmas time, while at other times 
we should be over-insured. So we keep 
a perpetual inventory of stock and insure 
it on a co-insurance plan of 8o per cent. 
of inventory value, the amount of insur- 


ance varying from day to day. This 
plan gives us. complete coverage 
and saves. about 15 per cent. in 


the cost. 


A more general method of cutting 
insurance costs is to lessen the hazards. 
Our building is of fire-proof construction 


and is equipped with automatic 
sprinklers. It is guarded by watchmen 
day and night to prevent fires and 


burglaries. 
reward in 
lessen the 
“ spread.” 


All these things bring their 
lower rates, because they 
risk and make less to 


By their failure to go into the problem 
thoroughly, many proprietors fail to 
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This Business uses the 
following I5 kinds of 
Insurance Cover :— ~ 


Fire, Life, Boiler 
General Liability 
Burglary, Forgery 
Sprinkler Leakage 
Marine and Fraud 
Consequential Loss 
Employers’ Liability 
Group Life, Third Party 


Transport Floater Policy 
Water damage through roofs 





secure a great deal of coverage from 
their policies that, from the premiums 
paid, they really are entitled to receive. 
There are so many apparently unimpor- 
tant items that are often overlooked by 
both proprietors and insurance men, and 
these run into big figures if losses 
occur. 


This is a Risk which is 


often Neglected 


The average water-damage policy, for 
instance, covers only losses sustained 
from within the building: accidental 
discharge from plumbing, heating-pipes, 
stand-pipes, etc. But with little or no 
extra cost the policy may be written to 
cover damage through leaky roofs, by 
rain or snow coming through broken 
skylights, or accidental discharge from 
street mains. 


We recently bought a policy covering 
these additional hazards, and soon after, 
waste paper and other small debris, 
carried to our roof by a storm, clogged 
the waterspout and caused a damage of 
£110 to stock. Six months later we 
sustained a loss of £90 in the same 
manner. At the (Continued on paqe 34) 


hd 








Fleet Loader policy, 


the premium*for which is based upon the 
] i ; This permits us to use any of the twenty 
vehicles at any time without having to give special notice to the Insurance Company 
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MARKETING — SELLING — ADVERTISING 


This Selling Plan 
DOUBLED TURNOVER 


complete reorganisation of 
selling plans gave this firm, 
within twelve months, a 


hundred per cent. increase in 
turnover. 

The concern manufactured and 
sold pistons and rings for internal- 
combustion engines, mainly for 
motor-cars. Their policy, before re- 
organisation, was to advertise to the 
motoring public, explaining to them 
the particular advantages of the 
pistons and urging them to order the 
brand to be fitted by their regular 
local garages. 

In this way they built up a quite 
useful business, but the management 
was convinced that they were still not 
getting the amount of trade that 
they should do in view of the 
enormous increase in motoring. 


The Old Appeal Aimed in the Wrong 
Direction 

They began to examine 
closely their own methods. 

What were they doing? Appealing 
to the public to ask their garages for 
these branded pistons. Right. 

What were the garage people 
saying? To nine customers out of 
ten they said: “Oh, I shouldn’t 
bother with those stunt pistons; fit 
so-and-so,’’ and they pushed a make 
for which they were agents and on 
which they got a good profit. 

Obviously, here was the snag. 
There and then they decided to 
abandon the appeal to the user and 
to go out to capture the garage man 
and to make it worth his while to sell 
for them instead of against them. 

They increased their advertising 
and took large spaces in all the trade 
media. These were the lines of 
appeal to the garage man :— 

First of all they educated him to 
the undoubted technical advantages 
of the products. -~ ë 

Then they said: “You want 
business, cylinder re-boring is good 
business for you, it goes hand in 


more 


by F. T. POULTON 


hand with the fitting of our pistons. 
Go out for re-boring business, carry 
stocks of our pistons and fit them. 
Get three separate lots of profit.” 
The pistons were of definite sizes. 
Stocks could be kept so that 
customers could have them fitted 
with a minimum of delay. They 
were the highest priced of their kind 
on the market, but this firm educated 
dealers to sell them on the point that, 
being the best designed piston they 


Could You Use 
This Plan ? 


This firm :— 
Advertised to users, but 
that was not enough 
Advertised to dealers 
through trade papers and 
direct mail 
Educated dealers on the 
boring, fitting and re- 
‘assembly idea 
“Sold” them on this as 
a 3-fold profit plan 


Secured nation-wide 
dealer co-operation 


saved their cost in giving oil economy 
and better engine running. 

This advertising campaign got a 
firm grip on dealers’ goodwill. The 
first sign was that business increased 
to such an extent that the company 
had to reduce its office space and 
devote two large floors to extra room 
for assembly. 


A Three-fold Profit Idea which at 
once “Sold” the Dealers 
Next they undertook a postal 
campaign of explanatory folders 
direct to dealers. In this they 
further pushed the idea of three 
profits: 1, on the re-boring; 2, on 


the sale of pistons and rings; 3, on 
the dismantling and assembling 
The front cover bore the message.: 
“ Where the easy profits are... 
Three profits on each job !™” Then 
followed an explanation of how 
customers could be persuaded to 
have their cars improved by having 
cylinders re-bored and the branded 
pistons and rings fitted. Stress was 
laid on the fact that this gave thi 
dealer work and profit on the dis- 
mantling, fitting and re-assembling 
of the engines as well as good profit 
on the actual sales. 


Getting Car Manufacturers to fit 


Product as Standard 


This was all good stuff for the 
dealer. It showed him how to get 
better business by handling one 
product. It tackled him from the 
one angle in which he was interested. 

These methods secured the good- 
will and co-operation of dealers 
throughout the whole country. The 
dealers, in turn, naturally became 
keen to “ sell ’’ their own customers 
on the idea. 


This plan was in sharp contrast to 
the previous policy of first interesting 
the public and then allowing the 
trade to more or less kill the idea. 


Simultaneously with this caMpaign 
the firm set out definitely to “ sell ” 
the motor-car manufacturers and to 
get them to fit the pistons and rings 
as standard. Several of the leading 
makers took up the product, and this 
in turn gave the firm added prestige 
in their appeal to the dealers. It 
also had a favourable influence on the 
motoring public and made it still 
easier for the dealers to sell. 

These plans so rapidly inereased 
business for the piston manufac- 
tyrer that well within twelve months 
of the start they had to build æ 
entire new factory alongside the one 
which was already working. 
day, both factories are working to 


capacity. | * 


To- 
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Towering above surrounding shops, gleaming 

in white enamel, with a ponderous door a 

foot thick, this shop is the talk of the 
neighbourhood 


REFRIGERATOR SHOP IN 
MORE THAN NAME 


Situated in a neighbourhood of better- 
class homes, the local agent for one of 
the leading refrigerator manufacturers 
had his shop front *‘ camouflaged "’ so 
that the exterior exactly resembled this 
huge domestic type refrigerator. In 
addition to other details being correct to 
seale, the entrance door, though not 
solid, is a foot thick, a fact which 
perfects the refrigerator illusion. The 
structure, built round the existing shop, 
cost only £250. It has made this agent's 

remises the most talked about building 

or miles around. In the daytime it is by 
far the most conspicuous shop in town. 
At night-time, when floodlighted, the 
white enamel stands out as a blazing 
solus advertisement. This idea could be 
applied to other commodities as well. 


—- 


CONTEST GETS USERS’ 
OPINION 


Manufacturers of a domestic product 
secured many valuable sales pointers by 
opening a competition for children, with 
cash prizes for the best essay on the use 
of the product in the home. It was, of 
course, the parents’ reaction to the 

roduct which the manufacturer wanted, 

ut this firm knew the poor response 
which would be inevitable if the adults 
were directly asked for their opinions. 
On the other hand, the manufacturer 
shrewdly conjectuged that the parents’ 
full co-operation would be given to the 
children. This actually proved to be the 
case. The juvenile attempts arrived 
astonishingly full of well-thought-out 
reasons *‘ for’’®and ‘ against.” The 
information gained by the design and the 
sales departments was warth far more 
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IDEAS... 








than the prize money given away. It 


was really a clever method of getting 
adult users’ opinions. 


<- 


JUST A SHOW -CARD 
EXPLANATION DID IT 


A well-known toilet preparation put up 
in a popular small size was expected*to 
sell well. It failed. The package was 
neat and it looked well on display; but 
sales were few. Over the small screw 
stopper was a wide bakelite cap, 
designed, as the manufacturers thought, 
to protect the stopper when the bottle 
was carried in women’s handbags, and 
also to complete the symmetrical appear- 
ance of the bottle. It appears that 
women, seeing it in shops, thought the 
bottle had a huge opening as wide as the 
bakelite cap. They were sure it would 
leak, so they would not buy. It took a 
long investigation to discover this snag. 
A new window and counter display card 
showing the protecting cap both in and 
out of position removed all doubt from 
prospects’ minds. Sales are now soaring 
rapidly. It is a good axiom to follow : 
Never offer your product so that it raises 
any doubt in the prospect’s mind. 


al 


“ MILLIONAIRE” HELPS 
SELL MOTOR CARS 


Feeling that the public was losing the 
habit of visiting its showrooms, a 
prominent firm of motor-car agents took 
their showroom to the public. By special 
arrangement with the leading cinema in 
the town, the whole of the big foyer was, 





Capitalising the news value of a film a motor 


car agency staged an exhibition of new 
models in the cinema foyer. The novelty 
aroused interest which led to new business 


Photo: by courtesy of ** Motor Commerce ™ 


for a week, turned into a showroom for, 
a new range of popular cars. The 
display was arranged to synchronise with 
the cinema programme which included a 
film, ‘‘ The Millionaire,” which had a 
motor trade interest in the make-up of 
the story. On the last evening of the 
week permission was obtained for the 
motor firm’s salesmen to be present. The 
result of the scheme was a good crop of 
new business. Both the cinema and the 
motor firm gained. A really good 
novelty angle seldom fails to Saw 
profitable attention. 


~~ 


PAINT SERVICE WHICH 
MAKES PROFITS 


If a customer orders a tin of paint of 
a special colour, then, five years after- 
wards, is able to get that exact colour 
again, without even submitting an 
identification tint, he is at once con- 
vinced that that firm “ gives a mar- 
vellous service.” A London paint 
manufacturer has built his business upon 
exactly this reputation. All his standard 
colours are sold merely by number, 
identified by a colour card. Whenever 
any customer, no matter how small, 
orders a special tint to be made up, 
however, the firm makes for its own 
use a small sample tin of the identical 
tint. This it files away with the cus- 
tomer’s name and date. The smallest 
order for non-standard tints can thus be 


repeated, no matter how great the lapse 
of time. 


<+ 


GIVING THE PRODUCT 
“ SOMETHING EXTRA” 


A radio set is a radio set, and cus- 
tomers expect no more and no less than a 
radio set when they buy one. The well- 
known firm, however, which recently 
incorporated a wireless clock in its seťs 
is reporting increased business. The 
customer favours that market which 
gives him ag that little more for his 
money, t is a good plan always to 
make your customers exclaim: “I 
wonder how they do it for the money? ” 


>.> 


BOYS AT PLAY versus 
«FATHER XMAS” 


After using Father Christmas in his 
windows for many years an enterprising 
retailer secured much extra business last 
year by having two small boys (aged 
about 8 and 10) actually playing with 


MARKETING - SELLING - 


that HAVI 


the toys and games in the windows. The 
boys were carefully coached for a week 
or two to get them to act naturally and 
without embarrassment. The novelty 
attracted huge crowds and saved much 
time in the shop by avoiding demon- 
strations of many mechanical things, as 
customers had seen by the “ play ”’ in 
the windows how the various toys and 
games were worked. The retailer is 
using the same idea again this year. 


o> 


THIS TESTING SERVICE 
BRINGS BUSINESS 


A midland firm of box and carton 
makers puts the service of its testing 
laboratory at the free disposal of all 
users of boxes, whether customers or not. 
Information given by the experts includes 
the following tests of materials : Analysis 
of board and opinion if material is suit- 
able for proposed contents; tests to light, 
so as to guard against discolouration in 
use; strengths of materials; strengths 
of finished cartons; advice as to faults 
when submitted specimens fail under 
stress tests. This service has far more 
than paid for itself in the amount of new 
business which it has brought. 


+> 


NOVEL APPEAL PULLED 
48 PER CENT. 


A toiletries firm making a special 
direet mail shot to business young ladies, 
fully ninety per cent. of whom it judged 
to typists, had the letter written in 
shorthand and a line block made of it. 
This method was chosen rather than 
having it actually printed in shorthand 
characters, as the block faithfully repro- 
duced the imperfections of hand-written 
matter. The novelty appealed, and 
pulled 48 per cent. replies as compared 
with about 20 per cent. in the case of 
their previous shot, which was in 
ordinary letter form. 


<e 


“ BARGAIN GUIDE” 


IDEA 
MAKES SHOPPING EASIER 


Most large retail shops and stores 
spendmuch money in advertising bargain 
sales. It invariably happens, however, 
that many women miss the announce- 
ments or, having difñculties in finding 
the merchandise when they get toethe 
store, they go away again without pur- 

asing. One well-known store supple- 
ments all bargain advertisements by 
mailing to regular customers a well- 


ADVERTISING 


printed brochure, * Guide to the Sale.” 
Here everything is listed, prices and, 
more important, the exact location of 
every item is indicated, thus: ‘* Fabric 
Department, third floor, aisle E.’’ Every 
aisle, of course, is clearly marked by 
large cards bearing its identification 
letter. Customers can then find what 
they want in a minimum of time. 

» 


USES ONE PRODUCT 
TO SELL ANOTHER 


A textile house specialising in figured 
materials for furniture covering supplied 
by direct mail, has built up a big basi 
ness in other fabrics by capitalising the 
“association of ideas.” With every 
order for furniture fabrics it encloses a 
tactful letter suggesting that with the 
furniture coverings ordered, any of the 
curtain materials (a few specially chosen 
harmonising samples .enclosed) would 
look particularly well. In the majority 
of cases an order for curtain materials 
follows. Incidentally, the curtain 
samples chosen to match the ordered 
furniture fabrics are invariably selected 
after actual matching by an expert. 


GUMMED SLIP BUILT 
‘PHONE BUSINESS 


A grocer in quite a small town makes 
use of an excellent idea. On every one of 


sold 


his invoices a gummed slip is attached. 
This slip, printed boldly in red, is half 
as big as the bill itself. Its simple 
message is: ‘* Your grocer’s number 
is ———_—-,”"_ giving, of course, the 
proper ‘phone number. Customers so 
regularly and so often receive this 
message that they instinctively get to 
know the number. They cannot help it. 
This grocer says that not only has 
his telephone business increased tre- 
mendously, but he knows he gets quite 
a lot of custom that would otherwise 
pass him by. 


<+ 


PEOPLE LIKE TO 
PRESS BUTTONS 


The predilection of the public to press 
electric buttons in order “to make 
things go ” has been capitalised by one 
shrewd shopkeeper to save expense in 
lighting his shop window at night, and to 
attract unusual attention to his 
displays. 


After dark a small spot light inside 
the window directs its rays on to a 
notice outside the window which reads - 
" You can see this window by simply 
pressing the button.’’ It is reported that 
“ window shoppers ” are fascinated with 
this device, and sometimes actually 
crowd to await their turn at the button 
When nobody is about, naturally, no 
electricity is consumed. This plan thus 
increased interest and saved money at 
the same time. 


Much publicity, goodwill and business was obtained by a paint manufacturer who made a 
special arrangement with the local fire brigade and insurance authorities „whereby he could 


secure toys 


aged by fire in local homes. The toys 


were reconditioned with specified 


brands of paint, and at Christmas time a pew display and free presentation of the toys to 
kiddies was made . Lg 





20 


FATHER 


of Sales 

Pull if 

You Use 
Him Rightly 


by ERNEST A. DENCH 





The role of Father Christmas is not for 
“anybody.” He must be a diplomat as well 
as a salesman. He must have ready answers 
to a thousand questions, but he must never 
become impatient. He must not monopolise 
attention at the expense of the goods 
counters. He can “lead” sales in all 
departments. He can sell also to grown-ups. 








ather Christmas is as popular as 

ever. He still wields his power to 

attract seasonal trade. Retailers 
who use him, however, must realise 
that he is essentially a human link in 
the advertising chain and very liable to 
break down unless his job is properly 
organised, 

That Father Christmas must be 
beyond reproach goes without saying. 
It is no job for an irritable man; one 
who has no patience with children, or 
lacks the gentle art of make-believe. 
Sometimes he breaks down, to the 
prejudice of the business. This is 
probably due to compelling him to work 
long hours without rest spells. A man 
may do eight hours of normal work 
and not be unduly strained, but Father 
Christmas’s role is an exacting one. 
The hundreds of eager youngsters to 
receive and chat with, the crowds to 
move through, the stuffy atmosphere— 
and through it all a calm, cheery 
disposition, with ever a new problem 
calling for a diplomatic answer. 


Shared in This Way His Job Can 
> Be Made Easier 


One firm I know had a selected batch 
of employees alternate as Father 
Christmas, so that no one would be 
compelled to crack under the strain. 
An hour or so daily was spent in turn, 
giving each sales-person a rest from 
regular duties, yet enabling them to fill 
the difficult role with zest and 
enthusiasm. 

Giving Santa Claus a helpmate or 


assistant, romantically disguised as 
* Mrs. Santa Claus” or ‘* Tommy 
Claus ™ (Santa’s son), is used by 


some stores to give Santa Claus 
frequent chances to rest and yet have 
his place taken by a satisfactory sub- 
stitute without destroying the juvenile 
illusion. At peak hours both are on 
duty, to relieve the pressure. 

even if the role of Santa Clays is 


Í BUSINES 


CHRISTMAS 





assigned to one individual, the happy 
medium adopted by many shops is to 
limit his appearances to definite morn- 
ing and afternoon sessions of two hours 
apiece. This plan often improyes 
sales, for with no Father Christmas on 
hand to gain the lion’s share of 
attention, the interest is changed over 
to the purchase of toys and other gifts. 


This Plan Helps To Keep Crowds 
on the Move 


Still another humane consideration 
for Santa Claus, and at the same time 
keeping the dominant thoughts of 
visitors on gift purchases, is that 
reported by a Midland store. This firm 
is opposed to confining the monarch to 
his ** throne,” where he does not get 
a chance to stretch his legs. The 
psychological aspect, too, is that where 
Father Christmas is, the crowd will be, 
with the result that the public does not 
circulate throughout the department to 


examine the merchandise. To avoid 
the crowd concentrating on a small 
section of the department, this Santa 


Clays moves at frequent intervals about 
the whole store. The youngsters thus 
meet their idol on a more informal 
basis. 

A shop that wishes to retain its Santa 
Claus’s traditional regal home without 
retarding business in the department, 
stages the demonstration as a separate 
attraction in some part of the shop not 
used for selling merchandise. One year 
this store moved Santa Claus and his 
portable home to the restaurant, where 
tired parents and their kiddies were 
able to combine refreshments and a 
pleasant session with the old chap. 


So much for Santa Claus’s job inside 
the shop. What about him figuring in 
window displays? 

By a 


y small retailer lacking the 
facilities of 


larger shops, a window 
demonstration staged last season was 
well carried out. At the centre rear, 
where there was an opening (concealed) 
into the shop premises, was an 
improvised fireplace and chimney of 
wood and paper. Father Christmas (the 
retailer himself) made his entrance and 
exit via the chimney at periodic times. 
The ethical point was this: juvenile 
spectators would smile or otherwise 
hail Santa Claus with a joyful greeting 
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special design 


publicity pays. 


Ledgerbility 


The. dictionary explanation of the word * legible 
“capable of being | discovered or understood by api 
marks or indications.” therefor 
word “* Ledgerbility ” ” to describe : 
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production increase of 30 per 
cent., with a corresponding 
reduction in costs was neces- 
sary in order to open up a new 
market for boys’ suits. The suits 
were manufactured on the divisional 
“system. Each machinist performed 
¿a small process on the garment and 
then passed it to the next opefation. 


A preliminary survey of the 
machine section brought to light the 
fact that the work did not take the 
shortest route through the depart- 
coment. In some cases, two opera- 
-tions, not consecutive, were per- 
formed on the same machine. This 
caused confusion. Time was lost, 
also, in carrying the garments to 
distant machines. 





A new sewing machine layout was 
prepared with the object of enabling 
each garment to pass directly, and 
without re-tracing its path, down the 
production line. By transferring 
"one operator at a time temporarily to 
<a spare machine the entire battery of 
sewing machines was re-arranged 
during normal working hours with- 
jut hindering production. The fact 
that each machine was fitted with an 
independent motor facilitated this. 





Slight Re-arrangement gave 


Four Advantages 


In this way, confusion, one of the 
worst problems in a clothing factory, 
was overcome. The work flowed one 
way only. Pedestrianism also was 
e wo eliminated. The a 















nder review, | 


lated personal interest. 


he pressing section came next 
! The operating, side. 





Lowered Costs—Opened a New Mar 


by J. W. FELIX, Production Engineer 











1. Machines re-arranged for straight- 
line flow of work. 


2. Mechanical conveyors alongside 
row of machines to eliminate carrying 
of products. 


3. Departments re-arranged to bring 
all machines into the open for best 
light and ventilation. 


4. Operations balanced in time to 
avoid uneven production, congestion, 
and searching for particular jobs. 


5. Job-analysis and time- studies 
brought balanced operations; elimi- 
nated unproductive motions and 


spoilage. 
6. Gravity conveyors saved handling 
twice and protected finished product. 


7. Production time-schedules 
orders system brought parts 
assembly synchronously. 


and 
to 


8. Counters on machines showing 
volume of production replaced 
operator’s book entries, saved time, 
and gave supervisors constant and 
instant record of production. 


9. Rest period of 6 minutes twice 
a day, and reduction in hours of work 
increased production, reduced illness 
and absenteeism. 


10. Inspection by operators at 4 vital 
points in production instead of only 
at end decreased spoilage. 


11. Bulletin board announcements 
brought better workmanship, stimu- 
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How to KEEP your STAFF HEALTHY > 





-- and Efficient 


eeping a staff healthy and 
efficient, whether in an office, 
works or shop, is no longer 
 " regarded as ‘ welfare work.” True, 


any steps a firm may take towards this 


end make for the well-being of the 
individual worker, his good health and 
happiness. But these are not the 
primary objects of the employer. His 
chief incentive for keeping his staff 
healthy and happy is because such a 
condition makes them more interested 
and therefore more efficient in their 
work, 


A healthy staff ensures a higher stan- 
dard of work, lower rate of staff 
changes, a larger and more even output 
of work, and a lower ratio of costs and 
supervisory expense. 

In considering how to improve the 
health and efficiency of the staff, examine 
those features in the employee's work 
and surroundings that have a bearing on 
his health. I would classify them as 
below, and I consider that every business 
head will find it profitable to check up 
the conditions in his business, point by 
point, against this tabulation :— ; 


1. Adequate first aid arrangements 
and health precautions, which 
may vary from the provision of 
an accident cabinet to the main- 
tenance of a complete medical 
clinic, 

2. Proper heating and ventilating 
—so that the working tempera- 
ture, summer and winter, is 
equable. 


3- Proper lighting—so that a 
maximum of work can be done 





mum of fatigue is induced. 


5. The reduction of noise—which 
is a powerful factor in inducing 
fatigue. 

6. Proper rest rooms, rest periods 
and recreation facilities. 


7. Proper feeding arrangements— 
canteens and dining-rooms, 
8. Cleaning and hygiene—equip- 
ment and facilities, 
In this and succeeding articles I will 
deal with these headings group by group. 


How First-Aid can Reduce your 


Overhead Costs 


When it is realised that absenteeism 
through injury and illness costs industry 
upwards of £/40,000,000 yearly in non- 
productive wages, and that out of this, 
minor indispositions (colds, chills, etc.), 
alone cost £1,000,000 a year, what 
business man can afford to ignore the 
application of * first-aid ’’ to his staff? 

‘irst-aid is a wide term. It includes 
everything from the small accident 
cabinet for the prompt care of a cut 
finger to the fully-equipped clinic with 
full-time medical attendants and operat- 
ing theatre. 

The smallest one-room factory can 
lose the services of a worker for many 
days, or even weeks on end, due to the 
effects of a neglected scratch or cut. The 
risk is increased proportionately as the 
staff is larger. In the smallest concern, 
therefore, a properly fitted first-aid 
cabinet is a basic necessity. And so is 
the need to have always present some 
member of the staff who knows how to 
use it. 
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In small concerns this can best be a 
member of the staff who belongs to the 
local ambulance or scout movement, or 
has a flair for this kind of thing; and 
nearly always there is at least one such 
individual in a business. If there is a 
matron in charge of the female staff, or 
some leading woman department head, 
they also can serve, In fact, in every 
business there should be both a man 
and woman with access to and 
familiarity with the cabinet. 


A single first-aid cabinet is sufficient 
for staffs up to 40 or 50 in number. For 
staffs up to about 150, cabinets should be 
increased, say, three, and placed at 
strategic points. Beyond that, more 
elaborate -measures should be taken. 
One firm employing about 200 workers 
has cabinets actually in the departments 
for dealing promptly with minor 
mishaps, and a further cabinet in the 
well-fitted lavatory, so that running 
water is at hand for more serious 
injuries. The timekeeper is a fully- 
trained ambulance man. 


Simple Preventive Measures which 
Cost Little and Save Much 


Apart from steps to deal with acci- 
dents incurred while at work, every day 
more and more firms are realising, from 
the purely cost-cutting angle, the im- 
portance of preventive action or medical 
advice against the possibilities of illness. 
The prevention of colds, ‘flu, bad eye- 
sight and neglected teeth save in non- 
productive overheads far more than the 
amount such services cost in money, 


The first step is to use the simplest 
form of preventive. In one mefium-size 


with a office it is the duty 
minimum of the office boy 
of strain, ; 
especially to go round the 
under entire office, the 
artificial general office and 
light. all the private 
offices, twice à 

4. Proper day during the 
seating whole winter 
and desk season and spray 
and bench the rooms with an 
arrange- antiseptic spray. 
ments—so A similar spray is 
that, no used to disinfect 
matter the mouthpieces 
where an of all the tele- 
employee phones once daily. 
works, Likewise a special 
sitting or Having proved the cost-cutting value of first-aid cabinets, this firm increased its welfare preparation kas 
standing, department until it now includes an operating theatre, rest room and services of a been used for 
the mini- doctor, dentist, oculist and nursing staff slightly spraying 
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the floors before sweeping in order to 
lay the dust and partially disinfect the 
dust that rises. And in this same office 
it is a rule in the winter time that all 
windows should be open during the first 
forty-five minutes of the noon hour and 
during a certain period in the morning 
before the staff arrives. 


While it is difficult to estimate the 
results of such measures, in this office, 
at any rate, absenteeism from colds and 
influenza went down very materially ss 
between the winter these measures were 
put into effect and the preceding year. 


All firms cannot pay full-time medical 
men, but most can arrange for medical 
services of some sort. A small firm of 
foodstuff manufacturers near London 
arranges for a local doctor to call every 
Monday morning for two hours. Every 
member of the staff is encouraged to 
visit the doctor during that time. His 
services are free to the workers. The 
firm pays 4,75 a year for this arrange- 
ment, which includes the cost of 
medicines given. In the first year the 
saving was over 4200 in avoiding lost 
time. 


A firm manufacturing small electrical 
components (fine, close work) called in 
an oculist for a week and had the staff’s 
eyesight tested. Glasses or change 
of existing glasses were found neces- 
sary to 40 per cent. of cases. The 
oculist’s service cost #100. The firm 
paid this and half the cost of every 
worker’s glasses, This amounted to 
another 4,80 or so. As a result, how- 
ever, output was so improved that the 
cost was more than repaid within a few 
months, A personal talk to the staff 
by the managing director easily ‘‘ sold ” 

e workers on the idea of thus paying 
half for their glasses after having the 
best possible advice, free of charge. 


A similar arrangement is made by 
another firm for dental service. The 
firm pays for the preliminary examina- 
tion and advice and, subsequently, for 
half the cost of the treatments. The 
actual cost, of course, is a matter of 
arrangement with the local practitioner. 


How Full-Time Medical 
Prove their Value 


The rate at which really big firms 
are equipping their own medical clinics 
and paying full-time doctors, dentists 
and oculjsts clearly proves that the cost 
of such services are far outweighed by 
the overhead costs which they 
save, 


Services 


A firm of steel tool manu- 
facturers recently engaged an 
ophthalmic surgeon at £700 a 
year. The firm, with a staff 
of 1,000, saved nearly twice 
that sum in twelve months in 
avoiding lost time, lost profits 
and compensation as a result 
of the eye injuries prevented, 


Two months ago the pre- 
sence on the spot of a full- 
time doctor saved the lives of 
two highly-salaried executives 
at a big chemical manufactur- ` 


ing plant. The less of those The stimulus given to health and efficient work by providing every 
two men would have cost the individual, in office and works, with properly devised seating has been 
proper proved by one of Britain’s most successful motor car manufacturers state 


fir thousands in 








How Much do YOU Pay? 


“Lighter illnesses, colds, 
chills, etc., counting only 
insured workers, cost 
industry £15,000,000 yearly 
in sickness benefit. This 
represents a labour loss of 
26} million weeks ; more than 
all the time lost by strikes, 
lock-outs and other stop- 
pages. Looked at another 
way, the loss represents 12 
months’ work by half a 
million people.” 


SIR GEO. NEWMAN, 
Chief Medical Officer of Health 





replacement, apart from possible recom- 
pense to relatives. Apart from such 
emergency action, this doctor has 
reduced the firm’s average absenteeism 
from 250 days a year to 60. 


How to Secure the Co-operation 
of the Employee 


The cooperation of the staff to fall 
in with these schemes can readily be 
obtained by a frank talk by the head of 
the concern and by the medical man 
himself. The staff will realise the 
importance to themselves of maintaining 
health, and they will generally be glad 
to get, on such favourable terms, far 
more expert services than they them- 
selves could afford. 


It will be found, however, that there 
is a difficulty in getting all workers to 
agree to this kind of medical super- 
vision and care, and it is not always 
possible to secure the agreement of 
everyone. But there are certain busi- 
nesses where subjection to such medical 
supervision can legitimately be made a 
condition of employment because of the 
nature of the work. 


In a certain food factory which con- 
sistently and publicly advertised the 
cleanliness of its operation and the purity 
of its products, all employees had to 
undertake a periodical dental examina- 
tion and agree to whatever dental work 
was necessary. Similarly, they agreed 
to go through a superficial physical 


examination that had to do primarily 
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with the condition of the skin, hands, 
throat and eyes. 

But in this factory, so imbued was 
the staff with the policy of the product 
and its striving for the utmost cleanli- 
ness, that no difficulty whatever was 
experienced. 


By Eliminating Fatigue, Proper Seating 
Raises Output 

Proper seating is a matter to which 
sufficient study is not yet given, especi- 
ally by smaller firms. Big firms have 
proved for themselves that proper seating 
means better wWork. Modern office 
chairs are designed to meet the exact 
physical requirements of the body. They 
offer the greatest amount of support, 
and so eliminate strain and reduce 
fatigue. 

In one type of chair of the executive 
type, for example, the back rest is- 
adjustable whilst the user is actually 
sitting in position, thus the most com- 
fortable angle for any kind of work is 
easily secured. In the same chair castors 
are almost unnecessary, a quarter turn 
of the swivel being all that is needed to 
allow free movement. 


In a large filing department of one 
firm the fact that many of the filing 
drawers were near the ground made the 
use of chairs a back-aching job. Special 
low stools with screw seats, like a music 
stool, were installed and made the work 
infinitely easier. 


The type of back-rest is one of the 
most important things to consider in 
office chairs, Those in which the back- 
rest is adjustable while the occupant is 
seated give excellent results, as, should — 
the nature of the work change, the back- 
rest can be altered to suit the condition. 


For factory workers there are even 
more highly specialised forms of seats 
and chairs adapted to various varieties 
of work. The height of the chair above 
the ground, the height of the back, the 
formation of the back, the size and angle 
of the seat, position of footrests and 
other accessories—all these are factors 
to be taken into consideration. Scientific 
seating has not only the anti-fatigue 
point of view, which is important ; but it 
also bears upon eye strain, quickness of 
operation, convenience of carrying on 
the work, and therefore upon volume of 
output. 

At meal times, no less than at any other 
seated occupation, the advant- 
age of right seating is most 
important; indigestion and 
other minor ills are largely 
due to incorrect sitting 
posture. The consumption 
of a meal while uncomfort- 
ably perched on the edge of 
a seat with no support to the 
back, with the chest hollowed 
and all the internal organs 
cramped and congested, 
means that the natural pro- 
cesses are retarded and the 
functioning of assimilation 
and digestion seriously 
impaired. This, repeated day 
after day, inevitably keeps the 
(Continued on page 45) 
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business equipment to cut costs by reducing time 
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machinery to give them a lower unit 
cost of work turned out. 


I came across a very good example 
the other day of a firm in the first 
category which had made very sub- 
stantial savings. 


It was a firm which had by no 
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THESE BIG SAVINGS 


WERE MADE BY SIMPLE 
PLANNING 


£10 A WEEK SAVED— 

by making better use of floor space 
£400 A YEAR SAVED— 

in printing costs by installing improved 
duplicating machine, and making full 
use of it 


£100 A YEAR SAVED— 

in printing costs by giving more work 
to addressing machine 

3 HOURS A DAY SAVED— 

of important executive’s time by in- 
stalling dictating machine in his home 


BETTER COLLECTIONS MADE 
by accounting machines ‘enabling 
statements to be sent out promptly 


MONTHLY OVERTIME SAVED— 
by same machines, 
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which has nearly sixty branch offices necessary. We could not draw a line 


Ae | a manufacturing and selling concern, were not to be written unless really 





= Sin different parts of the country, the at what was and what was not necessary, 
mail which goes out every day from head but we certainly found thousands of ee 
| "office is very heavy. The mailing depart- memos. going out which were utterly This comparatively simple adjustment _ 
ment of our firm comprises a supervisor unnecessary. Our inter-branch corre- of office routine has saved. us in | 
and six assistants, yet every night this spondence was thus reduced by about eliminated overtime, reduced stationery a 
department worked overtime ; some- one-third, with an equal saving in staff costs, lighting and other overheads, full 
times half an hour sometimes an hcur time, stationery and postage. For inter- £400 a vear. RE 
and a half. In addition to overtime l 
` money and tea money for seven people, 
the extra cost of lighting and heating 
amounted in a year to a formidable ) 


department working after 6 p.m.: 
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hour work descended in such 
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sared before 7 p.m. 


crates 33 a 


ma 
3 JANUARY 2 


| Date | Petal Paid | Past Due | Dore 
ae OR eee 









Neen tin 





ae wees an ae 
$ 







To combat this we installed time 
stamps in the mail room. In the morn- 
ings all-in-coming mail was opened and a 
= stamped with the time of receipt. [ Date | Paid | Tani Paid 


| | 
i i 


SEPTEMBER 


e Tan See Total Pa 
-. Instructions. were issued to all ~ = 
| executives that the morning’s mail must i 
: be completely disposed of (with really 
- necessary. exceptions, of course) before 
-> mid-day. Typists were instructed to 
clear as many letters as possible and l 
Wie hem, for ene before lunch- ° ened 
time... Completed. letters with their C H t l t l t ok 
copies were then. put in the ‘* out” O ec ing ns a men S o 
baskets and were collected promptly, ae 
= carried to the filing room and filed as 
> soon as received. 














A special time stamp. was installed in 
the filing department, however, so that 
= copies of replies could be time-stamped 
again before filing, Thus there was a 
close check, not. only on what time 
etters were received, but also on what 
ime they were attended. to and the 
. . The yery. fact. that.” 









sent out tors ie and the. 
umber of patrons requiring letters | 


or. telephone calls. Of prime import- 
e, all the work in the department 
concentrated and definitely placed 
pon the shoulders of certain 
employees whose personal efforts are 
readily apparent. Accounts are gone 
ever every 5 days. The time can be 
-changed to every 10 days or every 3 
_ days under the exigency of changing 
_ business conditions. 


The collection card is a standard 
D by 8 inch filing size in three colours 
—yellow, for local instalment 
‘accounts ; white, open accounts; blue, 
country instalment accounts. One 
de of a card contains 12 separate 
squares for corresponding months of 
the year. Each square has 5 sub- 
livisions, since accounts are often 
paid by the week. Payments are 
entered by day received, amount paid 
and total paid, the amount past due, 
f any, is entered on the same line 
When the account is paid in full, a 
heck-mark is made in place of 
amount a due. 


-are used at the top of 
Cy - blue for one month past 
A orange for accounts two months 
past due, and red for those three 
months past due. A row of numerals 
extends along the top edge of the 
rd. They are 1, 3, 5 and other 
d numbers up to 31, but they have 
-reference to days of the month, 
they are for flagging only. Blue 
flags (one month past due) are placed 
8, orange (two months past due) 
7, and red (three months past due) 
on ll, and left on these numbers 
‘less the condition of the accounts 
thange. Accounts paid up to date 
carry no flags. 


The clerk starts with the A’s, 
examines every card and sees that 
è correct flag, if any, is on each 
ount. -She can complete about 
our trays, or 4,000 accounts, a day. 
Another clerk follows ` who also 
examines every card, and, from 
accurate knowledge ‘of accounts, 
-hecks the form letter to be sent, or 
telephone call is required, places 
flag upon 29. If a letter is 
essary, a blue flag is placed upon 
ange upon 21, and red upon 23. 

bers indicate only a place on 

ard, they do not refer to the 


je typist follows the flag clerk, 


If a. _promise . ‘to teak 1S eceived, a 


lemon-coloured flag is pl 


Letters care classified as o 
customer, reminder, | follow- ip 
reminder, insistence, last extr 
first solicitor, second solicit 
promise to pay, and call at shop. : 


each division are one to five. letters, 


of similar character but varying in 
tone. Where only a small account 


is past due, a slip of paper carrying 
These § 
slips may be sent individually or with 


the memorandum is sent. 


letters. 
fold size. 


Letters and slips are all two- 


‘new business is from former patrons, — ae 
Tastan , Ss. 


Po the ee 


When an account is ; 
card is removed and filed in vertica’ 
files handy to the manager’ s derk 
ince approximately 60 per cent. 


this permanent record, 
available, is invaluable. 


This Simple Record } 


ome kind of permanent and 
continuous employees’ record is 
essential to every employer or 
manager if he is to keep the most 


eficient control of his staff. 


Most firms keep no records at all— 
or, at best, only the employee's full 
name and address, his letter of applica- 
tion and references in a file. When it 
comes to a request for increased salary, 
promotion, the filling of a higher vacant 
position, or the continuing necessity of 
dispensing with staff—there is nothing 
but the manager’s “ opinion ” to go on. 


To judge of an employee’s value there 
should be a record giving such facts as: 


His beginning salary and date of 
increases, 


Brief resumé of his experience before 
joining the firm, and of any special 
abilities or training he may have. 


The different posts he has held in 
the firm, and reasons for transfer. 


Record of his absences and their 
cause. 


very brief statement, every 6 


ing attention to special signals _ a: 
If a payment is received when} 


et for a- letter, 


the’ — 


ee serious black - 
him; also favow 
exceptionally good 


With such a record, wil 
an increase or promotion 
is a vacancy to be filled, if is 
the management to make a 
quick decision. 


Sucha record iseasy to keep, ‘Th 
panying illustration shows the. 
kept by one firm, consisting: p 
index record which is alw at: 
can give at a glance any d: aS: 
about an employee. Ti 
general record of each em 
all pertinent details. The | 
can be on the reverse side of: 

a record of the employee’s y 
the year by which his prog 
gauged and his promotion se: 

the management has the w 

of his firm’s connection with © 
and so can make promotion | 
from absolute fact instead of 
guess-work or personal opin 
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THESE FILING METHODS . . . 


Te whole science of filing is summed 
u 


p and controlled by one simple 

test. Is it possible to find any 
required letter, document or data with- 
out hesitation and delay? 


It will pay every business man to 
make this simple test at intervals. It 
will take only two minutes and is well 
worth while. For of all routine office 
duties filing is the one that will most 
rapidly get out of hand unless it js 
properly organised. 

In general there are five methods of 
filing letters, cards, or papers of any 
kind. They are:— 


i. Alphabetical 
2. Numerical 
3. Alphabetical-Numerical 
4. Geographical 
5. Subject 
Of these the alphabetical is by far 
the most popular and, probably, the 


most logical. Documents are filed 
either by names of firms or of 
individuals. 


Numerical filing involves giving a 
number to each name and then having 
an additional alphabetical key file 
showing the name to which the number 
corresponds. In certain circumstances 
this arrangement has undoubted 
advantages, lending itself in particular 
to cross indexing and unlimited expan- 
sion without re-arrangement. The 
folder number may be the same as the 
customer’s ledger folio, or it may have 
no relation to the ledger accounts. 
Branches and departments can be 
grouped and classified in any way 
desired, and, at the same time, any or 
all of the correspondence is instantly 
available. A card index is generally the 
key to the numerical system of filing. 
Cards may be indexed alphabetically, 
geographically, topically, or in any other 
way that will best enable the folder 
number of the correspondent to be 
found immediately. This method allows 
correspondence from different persons 
relating to the same subject to be filed 
in one folder, the index cards giving 
direct reference to the folder in which 
any letter is contained. Subjects as 
well Ts names can be indexed, and, in 


‘fact, there is practically no limit to the 


possibilities in this direction. 


The Alphabetical-Numerical System 
Has These Advantages 


Alphabetical-numerical filing is a 
combination of both these methods. A 
variation of this method has recently 
been perfected and is rapidly gaining 
adherents. The principle is simple. 
Folders are made out for all firms, 
branches or departments with whom 
you are in constant correspondence, and 
in these folders are filed the original 
letters received by you, together with 
carbon copies of your letters outwards, 
all in date order as in ordinary alpha- 
betical filing. Perforated, gummed slips 
are provided so that the names on the 
fSlders may be typed or printed in 


save 
both 
time 
and 


money 
by G. C. LEESOME 


duplicate, the second set being stuck on 
the numbered guide cards, thus 
eliminating the use of a separate card 
index. 


How the System Aids in Eliminating 
Misfiling 


By this system filing errors are reduced 
to a minimum, for while a letter is found 
by name it is filed by number, there 
being in addition to the name a guide 
number and a series number. In 
finding, the face of the guide card is 
the index, while in filing the name is 
ignored and only the numerical desig- 
nation used. Supposing the ‘ 3/4” on 
the folder is carelessly misread as 
“* 8/4,” the clerk goes to No. 8 guide, 
but when she attempts to put the No. 4 
folder in its numerical sequence behind 
that guide she finds another No. 4 
preventing her. Thus it will be seen 
that misfiling is automatically prevented. 


Geographical filing’ is somewhat 
specialised, but is, nevertheless, a 
popular method of filing, especially with 
firms whose connections cover the 
country. Under the geographical classi- 
fications, individual papers or cards 
must, of course, be filed alphabetically. 


Very few firms file letters under 
subject, as it is often not possible to 
define exactly under what subject a 
matter comes, and much correspondence, 
too, deals with more than one subject. 
In the filing of cuttings, however, filing 
by subject is the invariable rule and 
cannot be bettered. 


But whatever filing system is used 
simplicity should be aimed at and the 
matter should be put on a scientific 
basis from the start. Simplicity 
guarantees that the clerks who have to 
run the system will understand it. It 
ensures the minimum of error and 
provides ease of operation. It also 
gives speed and permits expansion of 
the machinery of organisation when this 
becomes necessary through growth, 


Bearing this in mind, the business 
man, when dealing with filing, will find 


there are many seeming small points he * 


must consider. 
Many firms, for example, fail to 
budget for the correct number of letters 





and therefore either have too much or 
too little space at the end of a few 
months, meaning either waste of space 
or the scrapping of small systems for 


larger ones. This can be easily over- 
come by using the built-up system by 
which fresh files can be added as they 
are required without disturbing those 
already in existence. 


Where documents of different sizes 
have to be filed there is no need to instal 
odd-sized cabinets. Filing cabinets can 
be bought in sections which fit together 
and build up a composite filing system 
in which quarto and foolscap papers, 
cards of various sizes and other records 
can be accommodated in one place 


Here is Something for Users of Plans, 
Blue-Prints, etc. 


A difficulty which has recently been 
overcome by filing cabinet manufac- 
turers is that of filing blue-prints, 
drawings, tracings and other things of 
the same nature which require to be kept 
for reference, but are too large for the 
ordinary file. One special “ plan-file,” 
which costs 65 per cent. less than plan 
drawers, gives far greater protection 
against fire and water, allows drawings 
and other large sketches to be classified 
and thus easily located, and, by a 
simple system of springs, presses 
drawings and tracings so that they are 
always kept flat. 


Many firms have excellent filing 
systems but poor filing methods. That 
is to say, they have the equipment but 
it is not utilised to its full extent. Much 
time is lost in the sorting out of letters. 
Times without number I have entered 
an office and seen the filing girl with a 
large tray of letters beside her laying 
them out in rows on a counter or desk, 
while frequently haphazard filing may 
be seen, first a letter in this drawer and 
then one in that, with the closing and 
opening of drawers between each. 


Such methods can be easily done 
away with by the introduction of an 
alphabetical letter sorter into which 
documents are placed before they are 


OFFICE PRACTICE AND EQUIPMENT 


taken to the cabinet. It is then a 
simple matter to file all the A's at the 
same time and all the B’s, and so on. 


In every type of filing system the 
treatment of miscellaneous letters is of 
importance, Some firms give a separate 
folder to every new correspondent, while 
others wait until six or eight letters 
from, and to, the same firm have 
accumulated. This is by far the best 
system. Each alphabetical letter should 
have its miscellaneous folders to hold 
these odd documents. 


When a Folder is Borrowed from 
the Files 


Difficulty often arises, too, when a 
folder is not in its place and is wanted 
immediately. This can be easily over- 
come by the use of * out ™ folders, 
which not only record which department! 
has the original but in which any letter 
arriving for filing while the folder is out 
may be placed. If no provision is made 
for this it will usually be found that a 
number of letters are kept waiting for 
filing and have to be gone through every 
time folders are returned from reference, 


In almost every office a point over- 


looked is that many useless papers are 
filed, unimportant copies of acknow- 


ledgments and inter-departmental notes 


and so on. An inspection will often 
show the files cluttered up with value- 
less papers, and determination must be 
exercised to ensure that only essential 
documents pass into the files. 


Another important point which many 
business men do not realise is that they 
have large sums of money tied up in 
their filing cabinets. Machinery and 
furniture can easily be replaced in case 
of destruction by fire and with no cost, 
provided it is covered by insurance, but 
few businesses could carry on after 
destruction of the records which contain 
lists of customers and details of the 
hundred-and-one business transactions. 
Every business should consider the need 
for adequate protection of records 
against destruction by fire or damage 
by water. 


Manv executives like to keep handy 
and under lock and key documents 
which they require for easy reference. 
Statistics, reports, private papers, 
extracts and cuttings from newspapers, 
etc., are conveniently kept in a vertical, 
single-drawer cabinet mounted on a 
pedestal or on a trolley with a roller 
shutter which can be locked. Such 
papers are apt to grow in volume and 
it is wiser to insert in a two or three- 
drawer cabinet in which one or all the 
drawers can be locked. 


Finally, it definitely pays to treat 
filing as a specialised job, as unless it 
is properly handled it can prove a great 
time and money waster. It is a simple 
matter to take expert advice from any 
of the file manufacturers and to have 
the right system installed. Even after 
this has been done, filing must not be 
left to any typist who has nothing to do 
at the minute. It must be put in the 
hands of someone who will make it 
their constant care. 


A Typical 


Sieg Mt 


Installation in London 


that saves 50% of the former printing 
bill——for every kind of printed matter 


BY ROTAPRINT — 


Your SALES-MAKING folders, broadsheets, price lists and leaflets 


are printed without the expense of type or blocks. Every sales 

idea can be translated into print and be made effective at once. 

Your OFFICE FORMS are turned out as you need them—work equal to 

that of any first-class printer—again without type or blocks. Your 

overheads are reduced. You have no expensive stock to keep. 

Your DIRECT MAIL letters—from Letterhead to Signature—are printed 
direct off the metal sheet at one operation. 


For proof—write or ‘phone for full detaiis and arrange a 
demonstration—they're free. 


Kaye’s ROTAPRINT Agency, Ltd. 


Cecil House, 57a, Holborn Viaduct, London, E.C.1 
CENTRAL 1300 (3 lines) 
Also at: BIRMINGHAM, BRISTOL, CARDIFF, GLASGOW, LEEDS and 
É MANCHESTER 


+ J 
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f 
p” f 
f 
r 

1 ta. d 
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No Builder's, Painter's, Window- 
cleaner’s or Householder’s equip- 
ment is complete without handy, 
indispensable for-all-purposes 
FORWARD PATENT SAFETY 
EXTENSION LADDERS. 


Write for Free List XL.105. PENS AND PENCILS 
Write from leading Xpret 
PARKER, WINDER + ACHURCH, Ltd., AlturafondbenctlCo..1 td, SiAn Holborn Week 
Woodworkers, BIRMINGHAM. 
X.L.0. London: 4,Gt. Marlborough St.,W.1 














suggestion - OF. “ou went we pla ced tects 1 Us should: we have work done by 
| guards over the spouts, and have had no outside w orkmen, such as painting of a 
further trouble. watertank, and an accident results: 






By special endorsement it is possible . Some contingencies seldom sosaerce ae 
to cover the legal liability that would) by a business man im contracung ior. | 
exist if there were damage of similar transport services are brought up by thes 
property of others. common practice of employing a haulage 

We carry a fleet floater policy oo who puts the business name o 
(premium based upon total pay-roll) for on the side of his vehicles, either with Co 
our delivery vans, This permits us to ™ ithout his own name also. ee 
use any of our 20 vans at any time If an accident occurs, the chances are 
without having to give special notice to all in favour of the manufacturer’ or: 
the insurance company. This extends a dealer being brought into court as either 





















































highly satisfactory protection. a sole or joint defendant. F “or, while 
there are numbers of large and financially | 
FUNDS Wider Cover does not always responsible contractors, there are some 
i small contractörs who "have little finan- 
£20,000,000 Involve Bigger Premiums cial responsibility. U the contractor 7 


Formerly, we imagined that general lacks funds, a solvent. trading. company 
liability protection with large limits makes an attractive defendant! , 
would cost too much in comparison to Foe 
the value received. Investigation showed : N 
us that the premiums on the higher Consult the Specialist : He pe 








limits are surprisingly low. Conse- Save you Money 
quently we have raised our limits, 
We have secured from the insurance It kas been held that the trader, or 


company handling our fire protection, manufacturer is liable. under the: 
permission to make minor repairs on the conditions, In other instances they 
sprinkler system without first obtaining held that the liability is solely ti 
special permission. There is no extra the haulage contractor. But there is 
charge for this endorsement, which sufficient uncertainty about it to make. 


reads as follows :— urgent for the pESess man to _ tak 
precautions, aes 


This | Rider” Costs Nothing and With all these problems, be 


Often Saves Time esol ag take the advice ci 
ce |. ,. a solicitor familiar with the “sub 
_ ‘It is understood and agreed that if of insurance men who really specialis 
it becomes necessary to make extensions in the various fields. 


or repairs to the sprinkler equipment in 
the premises described in this policy the 
assured is hereby permitted to cut off 
the water supplies once a month for a 
period not to exceed 8} hours, between 
8.30 a.m. and 6 p.m., while the premises 
are open for business.” The Management Control and Policy Sec 


For the asking, we secured a rider for- tion ends with this article. Important 
our fixtures policies, which covers the articles on these subiecte in preceding issues. 
wearing apparel of all employees, in have been: ae 
lockers or elsewhere. This reads 1- 


“It is understood and agreed that “Our Plans for Bigger Autumn Business” 
this policy is hereby extended to cover (Sept. issue) by L. T. Sawney. 
the wearing apparel of the employees of k 
the assured. Subject, otherwise, to all “ How Administration can Brace-up Manage- s 
the items and conditions of the policy.” ment” (Aug. issue) by Henri Fayol, 


Most stores carry protection on the ,, E 
plate glass windows, but many do not How we Maintain Unity of Control o nas 
realise that it is possible to secure, with- (July issue) by C. Grayson. es 
out extra cost, protection on all lettering s T 
and signs on those windows. ee also the following Aids to Executive n 

Control and Policy in the advertisement es 
announcements : , 














REALLY Grows 











outlay. of £35, payable 
»y £5 deposit and monthly or 
-quarterly ‘subscriptions, you 
can become the owner of one 
gee: acre of freehold land, planted 
o with 680 trees, in Victoria, 
Australia, The primary object 
ts to use the trees for pulping 
and paper-making, but their 
use for timber must also be 
borne in mind. 
















~The trees will be tended, cut, 
manufactured and sold for you 
entirely by the Company on a 
profit-sharing basis, and owing 
- to ideal climatic conditions, 
will yield you a very hand- 
“some return within 12 years. 









We have found it a good practice to 
have insurance cover our non-negotiable ECS 
commercial paper, along with burglary , : ORES 
insurance. Ít ras nothing extra a get Busines Consultants and Services, pages 
this coverage, and the loss of non- 43, 44, 45 
negotiable paper can be serious. This . F 
gives us protection on the large number [ter - Pouse Communication; pages, 2, 36. 
of cheques we take during the day ando- | coe 
store in our vault overnight. These, 

a not endorsed, are non- negotiab 
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| Write for full particulars to 


Th a | forestry Fulp ml Go. 


F. 








E 1 expense. 
Je an: our liability 4 
‘cet gent: Tabi 





—POINTED 


This new pencil is claimed 2i ~-head away from thecylib- 
by the manufactur ers to 3 drical body, shown at A, and 
be the only propelling pencil (J giving a slight pressure and 
in existence which can maintain rotary movement to the two 
a sharply pointed lead. The ` parts, the lead can be given a 
barrel contains a small “ grind- needle point for writing or a 


+ 


stone.” By pulling the conical— Y chisel! edge for drawing at any time 




















FOR BUSY EXECUTIVES SPEEDS UP BOO 


o This internal telephone is designed to 









This machine, having no -caltularin 
save time for the Executive. By l attachments, should. bring book: eepo 
_ dialling, he may connect with any oy typewriter prenn the reach E areas, 
department in his organisation, no Dene RONGI Gesigned priren y EAP 7 

fe, era seers ade as ee aa mec ccc book-keeping, it may be used necessary 
_ matter how many there are, but to save as an ordinary typewriter ayer pene: fe cleans 
frequent. dialling, departments he most | 


ate work. By a special method, double. = oe 
-Often needs to be in communication with entry book-keeping is reduced toa mink oo SS 
can. be connected to the push-buttons MUM, ACCUPACY iS assured and arae etic PENS 
shown. on the front of the instru- , 


information is easily obtained. Seo 
ment. A loud speaker station can also and wages records may : 
be fitted to this instrument if required 
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nte r-communication ? 


iese are but a few of the many 
İvantages derived from using 
RELIANCE LOUDSPEAKING 
ATIC TELEPHONE SYSTEM 

'h requires no multiple cable. 


Available for installations from 

_ g to 00 Lines or more and can 

be supplied on SALE OR RENTAL 
as desired. 


If you are not using any private 


: installation, or if your present 
system is not giving full satisfac- 


— | tion, write for free demonstration 
eS Or Illustrated Folder No. 6349. 


THE RELIANCE 
TELEPHONE C°- L™ 


* Head Office - 
‘Goscuen Buipincs, 12-13 Henrietta 
Street, London, W C2 | 
ple Bar rorr (P-B.X.)_ 
mice 


| instead 


U1 ‘O M AT I C The assistant was moved. ‘nto oll 
.EPHONES 


number three, where a little 
arrangement of furniture gave ampie 
room for his desk. The manager 
was moved to the floor below to 


share an office with another depart- 


mental executive. He lost none of 
his control by this move, as the 
assistant manager was the active 
supervisor of routine in the mail 
department and he remained in direct 
contact. Two offices were thus 
closed on this floor, saving rent, 
lighting and cleaning charges, 


Five Offices Now Reduced 
to Three 


The next alteration was made in 
the main typists’ office on the floor 
below. Here was a large room 
housing ten typists, with various odd 
tables and filing cabinets. When the 
typists were properly grouped and 
the surplus tables cleared out it was 
found that there was still plenty of 
room to spare. Various executives 


|had their own typists accommodated 


in rooms to themselves. These 
typists were brought into the main 
office. That released three small 
rooms. One of these was closed 
altogether, saving £1 a week in rent. 
Another was used as a stationery 
store and a third as an odd stock 
room for small sample goods, 
packing material, etc. This enabled 
a complete basement room to be 
vacated, which was soon sub-let at 
rental of 30s. a week. 


Next the stationery stock was 
examined. It was found that no less 
than five printed forms used for the 
dispatch of goods in 
the stock-room and 
for office records 
could be just as well 
produced on the 
office duplicating 
machine, saving 
roughly £100 a year 
in outside printing 
costs. 


Price alteration 
slips for catalogues 
and order form post 
cards, hundreds of 
thousands of which 
were used yearly, 
were also handed 
over to the duplicat- 
ing machine operator 
of to an 


Upper : 


circles) were . 
there was no 
~ yet it enabled. 
saving to be ma 


Tables each 
holding two 
clerks & 


fling ete. 


third the time and allowed alter 
tions of prices to be made at any 
time during. the running of | the 
machine. The saving in actual cash 
on this one item: was. round : ; 
£300 a year ay 


It was found that, in ithe mail order 
department, roughly 200,000 rı u 
envelopes printed. with the firm 


address were- used every ea 


special stencil plate was cut anc 
were given as additional work 
office addressing machine. A 
of about another £100, 


T aking l into 
materials, time, rent. sz 
and cleaning saved, thi 
puted the net yearly 
minimum, of £900. i 


How Eeonomles were made 
by Spending Mone 


On a very different basi: 
adjustment made by a large f firm o 
manufacturers which I e 
recently. This firm came} 
second class mentioned. just n 
was able to spend money in orde 
save money; or, rather, to spen 
money to make more money. — Fo 
example, it spent over £200 on! 
dictating machine installed, not in the. 

office, but in the hom 
of its service manager. 


This man's duty © 
was to be out in the | 
field, visiting custom- 
ers and supervising. 
the erection and 
maintenance of 
technical plant. 


Formerly he had to 
(Continued on page 39) 


The space in this 
office appeared reasonably 
well filled. When another _ 
office was closed and extra. 
clerks (indicated by light 


modated as shown 
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That there is an internal communica- 
tion system by means of which én 
executive of a business can, by simply 
operating a switch, stand anywhere in 
his room and converse with any member 
of his staff. The answering voice comes 
in as clearly as if the individual were in 
the room. 


e 
That there is a visible filing system 
which acts also as a ledger and follow-up 
system. Stock, Costing, Hire-purchase, 
Staff, Sales, Customers, Credit Sanc- 
tions, Works Progress, etc., records are 
all visible at a glance by this method. 


e 

That there is a system which combines 
a complete index card with an address- 
ing machine stencil. The upper part of 
the card carries such information as 
name and address, kind of business, 
terms, credit allowed, when account was 
opened, amount of business done, cir- 
culars sent, etc., the lower part acts as 
the addressing machine stencil, and can 
be cut or altered on any typewriter. 

© 

That for handwriting records, memos, 
indents, receipts, etc., there is a register 
which uses small made-up packs. The 
user writes on the top copy, pulls a lever, 
and the original docket, with one or 
more copies, are issued. Simultaneously 
a further copy drops automatically into 
a locked compartment of the register, 
thus providing an unalterable record. 


e 
That there is a compact machine for 
the office which copies any document in 
from one to five colours by one opera- 
tion. It produces up to 100 facsimiles as 
fast as the paper can be fed into the 
machine. 
@ i> 
That there is a calculating machine of 
almost unbelievably small 
which adds, multiplies, divides and sub- 
tracts in money, weights and measures, 
whole numbers and fractions. It is 
operated by one-motion keys, like a 
typewriter, and is automatically con- 
trolled against human error. It is 
claimed as the fastest calculating 
machine made. 


© 
That there is a cash register which 
automatically records totals under the 
separate headings : “ Cash,” *‘ Charge,” 


compass 


do 


you 


know.. 


“ Received on Account ™ and ** Paid 
Out.” It thus completely analyses a 
retail business and produces printed 
records in a few seconds. In addition, 
it prints and issues a ticket to each 
customer and over-prints duplicate sales 
slips. 
© 

That there is a combined duplicating 
and addressing machine which, filling in 
the date and the address as well as the 
text of circular letters, simultaneously 
at one operation, gives each letter the 
appearance of a well-typed original. 
Special automatic selection can be 
employed on this machine for classified 
mailing lists, so also can an attachment 
which prints (in letterpress) the actual 
letterhead of the paper as well as the 
letter itself. Production speed of this 
machine is upwards of 2,000 copies per 
hour. 

2 

That for business houses with heavy 
mailings there is a high-speed franking 
and sealing machine which deals with 
15,000 letters per hour. This machine 
franks mail matter with any of 719 
different denominations of postage in 
one impression, 


Other important articles on Office Manage- 
ment, Equipment and Systems which have 
appeared in recent numbers are :— 

Getting Action on In-coming Mail. 
Page 23. August. 
£250 Cable Costs saved in 12 months. 


ECONOMY -|- 
EFFICIENCY = 


“AGABLOTTA” 


PATENT 


THE ONLY AUTOMATIC BLOTTER 


Sectional diagram of the " AGANIOTTA.” 
A YEAR’S SUPPLY OF 
BLOTTING PAPER IN 
A SINGLE ROLL 


This unique invention, which will last 
a lifetime, is artistically designed and 
is indispensable to every pen user, 
The saving in blotting paper and time 
will repay the initial cost within a few 
months. It can be supplied, with or 
without the donors’ advertisement, in 
Bakelite Metal and leather-covered 
finishes. 
This ALL-BRITISH novelty, which 
has already been adopted by 
Royalty and many leading 
business and professional men, 
makes the Ideal Gift. 
Write for illustrated catalogue, sam ple 
or quotation to: 


A. G. STANDARD COMPANY, Ltd., 
Standard Works, Spencer Street, London, B.C.1. 


500 to 10,000 
copiesfromone thin, 
strong, metal foil 


THE 1933 


Plan to uius hasan Aie Akere- a S U PER- FO i LO P E i NTE k 


in Page 34. June. 
How Mechanisation leads to Efficiency. 
Page 30. May. 


See also the latest Office Devices and 
Equipment in the following Advertisement 
Announcements :— 

Typewriters and Accessories. 

jio s Cover ii. 
Dictating Machines. i 
Cash Tilis and Registers. 


Calculating and Accounting Machines. 


| Page 47. 
Office Printers. Page 33. 
Desks and Office Furniture. 


Pages 21, 43, 45. 
Filing Equipment. Page 21 
Card Index and Looseleaf. 

Pages 2, 22, 28, 37, 39, 48. 
Continuous Stationery. 
Pens and Fountain Pens. 
Letter Openers. 
Stamp Affixers. 
Book-keeping System. 


-n_i 5 


with Automatic Inking 
The Self-Inking Double Roller 


eliminates one operation in printing, 
increases speed 50%, makes over- 
inking impossible and produces 
perfect results. No inky mess. 
New unbreakable priming platens, tor 
foolscap, quarto and postami siw 
New Foil Evaser for easy correction 
New Foilolectergraph for hand-lemering 
New improved printing inks give per 
manent restults 
New platen support and poper guide 
The simplest, most efficient and cheapest 
Duplicator and Printer in the world 
Complete outfit, in metal case, 7O 
Carriage paid U.K 
Send for sample foil to try 


a 
FOILOPRINTER LTD. 
3,Grosvenor Gardens, 
London, S.W.1 








ee yee. To my amazement 


, the | block was delivered four 











hours before the time promised, 
in perfect condition.” This 


ct from a letter from a 





‘customer is a of 
of 


refers consisted 


and producing a half-tone 





n. an “incredibly short 
perfect plate was 


‘our hours before 


p sibly avoid i it. ~ But the 









customer knows he 
don reliable Nickeloid 
ervice when he must have 


“rush” on his order. 








h ographing a suite of furni- 


l order form is” 





very business man knows Roth. 
mans’ tobacco and cigarettes by 
How is it that a firm 


post scheme. 
can so successfully sell by post products 
which are already more widely distri- 


buted and easily obtainable than any 
There are two main reasons: First, 


emphasis on the saving in money to the 
customer. Secondly, ‘the complete and 
easy-to-use way in which Rothmans 
put their proposition. 


Every mailing shot made is complete. 
Rothmans put as much thought and 
care into each small price list and order 
form as any firm puts into the most 
elaborate catalogue. The order form is 
worth a study. 


Whenever a mailing piece is sent out 
the order form accompanying it is 
always separate. This obviates the 
necessity for the customer to cut it out. 
It also permits him, if he wants to, to 
slip it into his pocket for filling in later 
on. It also has the advantage of being 
usable with different lists, 
of the key number being easily 
cheaply altered if necessary. 


and 


Each order form is clearly marked as 
such. This prevents its being mistaken 
for an extra advertisement sheet, and 
thrown away. 


Every order also bears a complete list 
of products and prices with easy-to- 
follow blank spaces for filling in. Thus, 
whether the accompanying price list is 
retained or not, the order form is self- 


contained. The customer can fill it in at 
once, or at his leisure, 
Order forms are, wherever possible, 


confined to single sheets. They are 
always printed on one side only. By 
experience they have found that the 
necessity to turn over tends to confuse 
the customer. 


When the necessary matter cannot be 
got on one sheet, a double sheet is used, 
folded so that the title “ Order Form ” 
is left plainly visible. “ Order Form ” 


is the title always used. Never any 
such variation as‘ Fill) this in". 
“ Reply Coupon,” ‘ete. 


consider these misleading. 


Another point about these order forms: 
is that they are. prepared by a lay-out- 
expert. 


There is no. TANE throw f 
together of type: Oftet i 


as any hi 





It permits. 


GREAT MAIL BUSINESS — 


By C. W. GORDON 


good printing on one side only, bu 


This is an eaanipie of Rothman’ 5 Envelope 
Order Form. 
arranged, with every detail precisely stated, 
make it easy for the user to follow. 
_ whole idea is to make it EASY for the 


Rothmans y - 


ps 




























in both the lay-out and the type thes. 
clearest style is aimed at. Straight lines,” 
symmetrical design; | no confusing 
masses of minute type packed into es 
odd corner. The whole arrangeme 
planned from ‘the recipient's poir 
view, for customer-convenience, tom 
it easy to order. 


One of the most esd andes F 
which this frm has used has beer č 
bined as an envelope, 








The Torm followed the sua 


of a size and shape so that, w hen 
it formed an easily | usable 
envelope, compl lete w ith “prim 
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Clear: type, symmetrically 
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pend in a the office at “les ast three 
ours day dictating- “technical 
‘Gateuctions to the service department 
and the works and in attending to 





G -technical letters from customers. 


Saving 3 Hours per Day of 


Executive’s Time 


_ These three hours were taken from 
he most valuable time of the day 
‘when he could, with greater advan- 
tage, have been out on his rounds. 
‘The dictating machine enabled him 
0 o spend the whole day in the field 
ad to do his dictating at home in 
ect comfort in the evening. The 
ly time he spent at the office was 
out twenty minutes in the morning 
leave his dictated cylinders for 

















































s for the day. 

At 5.30 he called again at the office, 

ed his letters, collected any 

etters. for dictation, put a 

of shaved cylinders in his car 
nt home. | 

‘he increased work he was able to 

in the field far more than paid for 

e cost of the dictating machine. 


A wholesale house made a great 
provement in its collections and 
ved enormous over-time charges by 
getting out 15,000 monthly state- 
ments into the hands of customers by 
e third of the month. 











00 Machines Return their 
-Cost in Two Months 


< Formerly it invo olved a staff of ten 
clerks in more than 200 hours’ over- 
time to get these statements out by 
the 7th or 8th of the month. Some- 
thing like £300 spent on accounting 
“machines brought back the cost 
within two months, for not only did 
the adjustment save all overtime 
charges of staff but money was 
- collected much more quickly. Cus- 
tomers pay more readily on a state- 
ment received at the beginning of a 
month than on one received after the 
: rst week. | 
“postal franking machine enabled 
e mailing department to deal with 
se statements as quickly as the 
ecounting machinery enabled 














dreaded and expen- 
peak ”” periods were 









Wiseription and to run through his. 


department to turn 


cat a Bosses 7 


@ In these days when selling is the salvation of most businesses, Eee 
when executives are striving to leave no avenue anexplored to ome 
produce more sales—the salesmanager’s hands are tied unless. he ae 
has exact, instantly available facts. 


@ Suppose you had a record system that would tell you in a abe 
flash the exact condition as it is in every territory NOW. The ~ 
state of every customer’s purchases, every salesman’s work. Who 
carries the whole line? Who fails to sell certain products? 

Who is repeating and who is not? Who has window displa 
Who has failed to. take advantage of your new trade deal?” 
territory needs a hearty push this morning ? What salesman fa 
to make important calls yesterday ? 

@ With these up-to-the-minute facts the sale: simaneger 16 
to direct—to apply | 
pressure where and 
when it is needed, en- 
couragement where it 
will do most good. He 
is on solid ground. 


@ Kardex sales re- 
cords are simple to 
instal and inexpensive 
to maintain. They have 
helped many famous 
firms to obtain that 
detailed grip on facts 
which, under current 
trading conditions, 
means more sales. 

You will be in- f ie 
terested in Sales Bulle- pzz - 
tin © B.” Write for it. — a 












































125 HICH HOLBORN, W.C 
AND ALL PRINCIPA ‘CITIES 


200 Plans to Win Ne = 


YOU could aake more more Dewey out Hat el ys your ‘shoo bagi o 
l if you knew the remarkable plans . that. made die sales ot A aowe is 
i merchant jump from {4,100 to £25,400 in “ES coe hs. 


YOU could cut your costs in two-- ee 
if you tried the shrewd schemes of the emall shonketter who sucmeeme iro 
spite of the keenest competition. ae nate eae 


YOU could make larger profits on your godess o =o < 
if you had the methods which: hy originated ina small corner ae aici 
stretches to the next comer, 66 vards away. 


YOU could absolutely make sure of a bigge: et 
if you could secure and ase the hundreds of inskic 
that, have done best the very. things pou, have” p 


pema meaner bese: sea se aesir 






































And it is now, for ihe first time, possibile. 
to secure eeh Miside po z iu 


hm etw 













| other firm. The accounts department : 
has found that the comprehensive | 
way in which dealers are backed 
with service assists tremendously in 
inducing them to make prompt pay- 
ment of accounts. The dealer him- 
self feels that one good service | 
deserves another, and time and again 
it has been shown that in some cases. | 
of difficult collections where traders: 
are not able to pay all supphers | 
promptly, the Van Heusen account 
is the one which is given priority, 
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Eliminating a Necessary but Costly 
i i Replacement System : 
f} ... a good business man finds quite soon This free replacement system | 

that he has difficulty in getting assistants elie it ae the pete fait 
who have the gift for getting business as he OCA ETE AACN SONNETS) PVE Expr 


= sive for the compan Moreove: 
_can himself. Consequently if his business is nee, ee ser about 


to extend, he must, as it were, multipl him- an outside agency—the manner 
self rather than rely too much on others.” laundering. What, then, € 
ae (Extract from our brochure done about reducing this 
“ Making Business Grow.) overhead costs? A 
































an can multiply his turning of a handle yields thousands 
ee direct per hour, beautifully produced, a eee T eect mal | circulars pie 
. credit to you. Inexpensive, guaran- folders, the firm issued instrt 
teed for I0 year and proved for the better. laundering o 
by the experience of hundreds of collars. This educational. 
successful users that i it saves its cost to be tactfully drawn up. h 
many times over m new business. avoid any appearance of teaching the 
laundry its job in a dictatorial 

manner. It succeeded, and 3 
won the laundries into. avi 
the idea which they. came to reg 
instructive service and not as- any 
attempt at interference. 



































































“an : ‘or Brochure 
No. A139 on the 


Persuading the Customer to Use the 
Fongo Duplicator. the 


a Best Laundries — i 
a In addition to thus circularising the _ 
: — 2 : D U P Li CATO R laundries generally, they ee ie 5 
ue approached particularly, Whenever o <  ć 
RONEO LTD., 5-11, HOLBORN, LONDON, „E-C.1 a dissatisfied user returned goods 
direct to the company, he was asked 
for the name of his laundry. Then, 
simultaneously with the dispatch to — 
the user of his free replacement, 
printed recommendations on the — 
better laundering of shirts and collars 
were also sent direct to the Taundry ee 
concerned, gee ee 
Through this educational work - 
| replacement costs have been con- | 
siderably reduced, and are being still | 
| further reduced. 3 At the same time, 


























> YEARS OENE TOEA ASS CENS TEESE EEEE em EC ee 


bock brimful of ideas and methods that have secured for many*teachers, directors 
d chief correspondents effective results in training people in the production of 

really efficient Business Correspondence. It aims to show “how” rather than 
{H “what” to do, so making it equally valuable to the student or junior correspondent 
H desirous c of attaining perfection in the art of letter writing. 


LA few of the various subjects dealt with are: The Psychology of Effective Letter 

; Writing, Clear ‘Thinking, Personality in Writing, Reaching the Reader, Personality 

“in Correspondence, Finding the Word that Sells, Punctuation, Function of the 

ash, Worda to be Avoided or 
sed with Judgment, Faults in 

Th here are also ‘General 
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SALE ah We i IP AEA eT eae a Re MARAAARUROOREANRN HEROD EHH TE KE ODS vray ne RRS 


Shaw Publishing Company, Ltd. 
Carmelite Street, London, Y. Kor Sa 
“piss send me post free by return. ee. copies of “How 
tae Teach Business OEP REEE $o fo r which I enclose i H 
BAY sach. in payment. E 4 
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the” ‘two. Mr. 
Hartleys know intimately most of the 
foreign countries to which their 
company sells, They have had actual 
_ business experience in those countries 
and they understand the trading con- 
ditions. Between them they speak, 
fluently, nine languages. Thus at 
their own offices and at trade exhibi- 
ions they can deal promptly and 
authoritatively with the foreign 
_ buyers. They need no intermediaries. 
=- They at once get the confidence of 
— the buyer while their own experience 
fale: them to judge his poten- 










This knowledge of the countries, 
a and conditions permits the 
management to appoint the most 
ffective and profitable resident 
rents. It enables management, too, 
tow how the agents are handling 
business, whether they can do 
_ whether they want backing 








i! a and SO on. 


: increased Trade in 
Markets Overseas 
{any firms, in times of depression, 

d. to reduce expenses on overseas 
usiness. This firm has done 
y the opposite. By spending 
on personally visiting the 
oreign | agents and in actually 
3 isiting the foreign agents’ own 
stomers, Harold and Walter 
dartley have done overseas just what 
he salesmen have done in the home 
_ market. By going themselves they 
_ have been able to put over the “ better 
= value for money” appeal in a 
_ stronger way than would be possible 
- by any less direct method. They 
_ have thus increased their orders from 
_ almost every foreign agent. 

-oin addition, in. countries where 
y exchange instability or import duties 
had practically killed business by 
ordinary methods, notably in Aus- 
-tralia and Switzerland, actual manu- 
facturing plants have been estab- 
lished. Previously existing markets 
bave in this way been regained and 
the field. opened for considerable 
further business i in the future. 


oot + 
CHANGE OF POSITION RAISES 
— _ OUTPUT 30 PER CENT. 
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office would be interested. We are 












































THE BRITISH THOMSON-HOUSTOR co. LTD. 


This famous house-of Electrical 
Engineers uses the Ediphone Voice- 
Writing System and operates over 
100 machines at the Rugby head- 
quarters. The photograph shows 
their Ediphone Transcribing 
Department. Whenever there is 
dictation and typing, the Ediphone 
can be used to advantage. It saves 
one hour of each dictator's time 
and three hours of the 
typist’s time every day. q 
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This book will teli ll 
all about Voice-Writing— | a 
“NOW—HOW ABOUT MY BUSINESS?” 







hampi 

Wea gira Hoi, 988) e ; a ae 
Cromford House, Market Street, Mai 
chester; andat 245, Corporation 


a yo. Street, ‘Birmingham. Distr 
, Be butors in all leading cites. 


















Typewriter 
that keeps 
your books- 
The Riif Method by 


commonsense sim- 
plicity, has made book-keeping 
accurate beyond belief, without 
the aid of cumbersome books. 

Automatic posting, a daily check 
and comparative information 
always visible, are some of the 
features in which every modern 
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ready to. give full i 


















ill you still be K à A 


a clerk at 55 w | kA 


2 


k “OF course I shall not be a clerk at 55,” you say. “ Long 
1 before I am that age I shall be in a good, steady, settled position 
with my future assured and a comfortable retirement ahead.” 
-| Fine, but think! Are you sure about it? How many 
-$ other men at your age have thought the same about 
| their futures — men who to-day are just where they 
| were twenty or thirty years ago. Lowly, poorly- 
| paid clerks with no money and no prospects. 
| Worn out by years of dreary toil. Dis- 
| heartened by seeing younger men promoted 
| over them. Fearful lest they should lose 
their jobs. _ Dreading old age because 
they have nothing ‘ put by.” Men with 
hopeful pasts but hopeless futures. Will 
ou be one of these? 









































JE FACTS. What are 


liy deing to ensure a successful 
Thy. should you be picked for 
ion? What are you doing to 
f forward? What real 
> you against other men 
ng at home in their spare 
equiring qualifications 
jot possess for the very 
merely Hoping may 














on —, aoe too, LDC. 
Mackay, 


Principal. 


allows the reader to see Tene: through experts’ eyes. There are 
contributions from famous Business Leaders, and the careers that business offers and 
e avenues that lead to success are made absolutely clear. The results of Schoo! of 
Accountancy training are shown in instance after instance that would read like 
romances were they not attested correct by a Chartered Accountant. Incontestable 
proof is given that The School’s tuition is the most efficient for commercial and 

professional examinations and for training for executive positions. 
Further, this book explains how the personal advice of the Principal can be obtained, 
how fees can be paid by instalments, and how examination success and qualification 
~ €an be definitely guaranteed, Send for the free 180-page Guide to Success, 
aS Mark your Enquiry “ 1932 Guide,” 


eae ` SPECIAL AUTUMN CIVIL SERVICE 
| OFFER. For full rccunepeaaa ig es 
aoe x s Inspector of ‘Taxes, 
particulars of a Customs and Excise, 
special Autumn fe — 
“ierica ass, Post 
9 ffer whereby fice, Female Writ- 
students enrolling ing Assistants; ages 
soon can obtain 
“tuition at consider- 




















SOME OF THE SCHOOL'S 
COURSES . . . The School 


of Accountancy gives specialised 
postal training for all Accountancy, 
Secretarial, Banking, Insurance, 
Commercial and Matriculation Exam- 
inations, and for appointments such 
as General Manager, Company Secre- 











15 to 24. These 
ọsitions are obtained 
y competitive exam- 












pii taman ination open to all, 
_ably reduced fees— reer eConeapan, tary, Accountant, Works Manager, 
see special note in dence Tuition should Cost Accountant, Office Manager, 





be commenced sow. 
Ask for complete 
Civil Service Guide 
No, 4 post free. 


the prospectus. 
seep Waite for your 
| copy to-day, 


Auditor, Cashier and Chief Clerk. Also 
courses for youths and Iedies and in all 
business and general education subjects, 








111 MOORGATE, LONDON, EC? 2. WEST REGENT STREET, GLASGOW 
MANCHESTER LEEDS LIVERPOOL BIRMINGHAM @ SOUTH AFRICA SHELL HOUSE- JOHANNESBURG 





| sometimes have been almost blind: to 










| measured ; it is, 
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INCREASED EFFICIENCY 





oann from page 40) 


planning department were first issued” 
to departments, whose executive heads. 
examined them and drew attention to. ooo 
anything that was wrong. H they: <- 
passed the order as correct they became cooo 
responsible for anything that happened 
afterwards. They thus received a direct. 
incentive to exercise ability. 


Often, where more elaborate planning 
schemes are developed, there is a. 
tendency for the incentive which the - 
departmental heads and management | 
have had in the past to be removed, their = 
work being frequently taken. over Dy 
headquarters. In these organisations the 
attitude has been that headquarters will. 
settle any difficulty. When the decision 
comes back, the grouse is that ‘ Heads >: 
quarters knows nothing about- our | 
department,” etc., etc. Unless there ig: 0. 
a clear-cut definition of responsibility: 
and a certain amount of freedom. for 
decision on a number of points a very 
important incentive is taken away fror 
men who have previously been in charge 
of works or departments. | 
















Financial Rewards Must Not « 
the Incentive 





have left to the last the gaeran of 


financial incentive. A financial i 
centive is very important, but. I fat 
that for most people T f 


+.. 


interested in management, itis n 
most important. They are often ‘so 
interested in work that they 








their 





and the. 
less attention 


finan 
“than 


their own interests, 
side receives 
deserves, 


The financial incentive appeals tò ano 
even greater degree to workers if they _ 
are on piece rates, I have seen many 
instances where the men’s main incentive: 
has been financial. For the firm they à 
seem to care little. The amount they o 
can take out from the factory with the 
least amount of labour is the essential 
thing. That is why I stress the need for 
utilising as wide a group of incentives as 
possible, appealing to many sides of a. - 
person’s character, so that his awa PEGS 
development shall be increased. Atthe 

same time the width and breadth cf — 
incentives given will tend to balance 
the more selfish incentives by much 
wider and less selfish incentives. The 
problem before management is to see 9 — 
that these incentives are balanced, and 
not concentrated on one particular 


type. 


With regard to the general problem, I 
would say: (An incentive cannot be 
intangible, but an 











2. anc 1 in _manage- 
ti is. definitely aR power, 























These Rest Periods Increased 
: Output 
-2 From an examination of the pro- 
duction sheet, it was noticed that 
_ there was a general slowing up mid- 
=- way through the morning and the 
afternoon. It was found also that 
absenteeism was alarmingly frequent, 
»<cand this was a serious problem in a 
_ team organisation. 
‘To overcome this, a rest period of 
-minutes was allowed during each 
session. Lemon drinks were pro- 
ded at the inter-session. At first, 






















the machinists objected to this 
oppage as they were paid by 
‘sults. The rule, however, was 


insisted upon. They were encour- 


hour per dav. 


er a few weeks of this, attend- 
ance became so regular that provi- 
sion for absenteeism became almost 
unnecessary. A general increase in 
output occurred despite the lessened 

of work. The production sheet 
Ided the surprising information 
that the hours which were formerly 
the worst of the day, were now 
regularly the best productive periods, 
although the “ hours "' in question 
consisted of 54 minutes only. 


oo A serious source of loss was 
encountered from the fact that bad 
_» machining was discovered only when 

‘the finished garment was examined. 





=o i The faults were classified, and it 
was found that a check after four 
_ particular operations would eliminate 
most of the errors. The operators 
= at these points were deputed to 
- examine every garment they received. 
‘A board was suspended over each 
station, bearing the word “ Inspec- 
tor. A bonus of 5 per cent. was 
added to their earnings to compen- 
te them for the extra responsibility. 
faulty garments were allowed 




















sed, the bonus of that. k 
stopped for the | | 


Carriage Free in UK. 


The ‘Secrytype ’ 
embodies even more 
advantages than the most 
expensive drop - action 
desk, for its ingenious 
design and simple 
operation have never been 
thought of before. 


Just let your typist ry this smart-looking mew desk on 
approval--see for yourself. how it improves her efficiency, 
comfort and health. 

Look at the price-~it is nearly 40°, less than ordi 
action desks, Is it any wonder that thousands upon thon: 
of this revolutionary new desk have already been sold all « 
the country? | 
The *Secrytype’ has 

t) Anew adjustable copy-holder which allows the typist to see sirmght 

ahead—no continuous side twisting. 

(2) A strong elevator platform that takes any make of typewriter without 

bolting down (there is no tilting of the machine}. 

(3) Four capacious drawers and extension shelf, 


(4) A completely enclosed well to protect the machine when the desk is closed as an erdie 
table (see line sketch above’. 


Pat. Ne. 330488. 


S 
Bt Rad ia 


7 DAYS FREE TRIAL is offered to any approved customer. So 





; YOR risk moins 
NOW. The ‘ Secrytype’ is used by BARCLAYS BANK, BAT, COLUMBIA, G. 
PITMAN’S, PYE, UNDERWOOD and thousands of private owners, Government a 


117.19 OLD BAILEY 


Cali, write, or telephone--RING City 4506 (4 Hnes) to send you a descri i 
BRANCHES : 16/18 St. Mary's Parsonage, Manchester (Blackfriars 8345): 
12, Church Alley, Liverpool (Royal 1695). 

























When Orders Are Scarce 
price becomes important. You cannot quote keen 
prices until you have accurate costs. This is 
where the GLEDHILL-BROOK Recorder can 
help you—by inducing efficiency, reducing late 
and lost times, and giving you a complete and 
accurate record of all time worked. 


GL EDHI IL BROT ve help. Shalt we 
TIME REC 


38 EMPIRE WORKS, HUDDERSFIELD 










collaborate ? 








You have it in 
_ your own shop 
and storesrooms | 




















WALLACE CLARK & COMPANY 


_ Consulting Management Engineers 


have reduced costs and 

curned high stocks into 
working capital for 
leading industries in 
ne countries 














SIAL VEHICLES 








TO-DAY Is 
EI 7 ECT rE TRANSPORTATION 
2 versus 
STANDING CHARGES 
and 


RUNNING COSTS 


eres 


ooo SERVIS RECORDERS will put you in 
complete control of your transport depart- 
ment. You can get intimate details of the 
ae meam m your vehicles. You can reduce 
eee nee your operating costsand 
prevent. over-driving. 
A Servis Recorder will 
show you exactly when 
~avehicle was moving 
and when standing. 

















: Alter ations became rare. 
they occurred, 







OVER 80,000 IN USE 


By yen w whe 





therefore without addiionalt 
cost. The boards had the effect of | 
giving prestige to the inspector, and 


helped, probably, as much as the 
bonus, to interest. her in her new 
duties. 


Bulletins which Promoted Staff 


Enthusiasm 


A method was needed to supple- | 
ment individual instruction, and weld 
the department into a unit with a 
common aim. For this purpose a 
large blackboard was erected facing 
the workers. Every two or three 
days, or more often if necessary, an 
announcement was chalked on the 
board. 
the back, telling the girls how much 
their production, and therefore their 


earnings, had increased. Any 
| interesting or humorous incident 


which had occurred in the works was 


{similarly recorded. 


Sketches also were used. One of 


these took the form of a straight line | 
The} 
connected by arrows with the | — 


and a crooked line, side by side. 
text, 
lines, read : “ This line is shorter than 
This. A seam like This can be sewn 
quicker than a seam like This. The 
girls who earn the most money know 
this. 
most money. 











more money SEW STRAIGHT 
SEAMS | R.” 
These bulletins helped largely | 


towards getting better workmanship. 
They also introduced an element of 
funvand “ humanity ’’ into the job. 
By letting every girl know just how 
she contributed to the organisation, 
a better feeling prevailed. The 
operatives joined enthusiastically in 
the campaign for higher quality and 
higher production. Any suggestion 
of an “ order ’’ was rigidly excluded 
from the texts, always they were 
written from the standpoint of the 
worker, and showed how she would 
derive benefit., And because each 
one was presented in a novel manner 
the machinists looked forward to 
them, and usually m 

the day with a laugh. 


Before the contract was completed, 


- | production had reached an increased | | 
. bi of 48 per cent., 
trial ider 





they- could be made |. — ee 
ery. readily by the operator at fault, 
and 


Sometimes this was a pat on | 





That is why they do earn the | 
If YOU want to earn] 


managed to start] 





and the product | 













_ Printe Ss 


wa own: Paper Mills. ee 
Get a Lower Price kom 
Drayton. Ask us to _ 
quote Te your Text job 







DRAYTO 
Printing Work: 


South Park, Fulham 
London, 7, ` SWS Mgt 



























printin g since s 156 
paper. over oo years 


FRED, G. DRAY, MANAGIN 









THE SW AN PRESS 


For PRINTING : 


WITH NEW DISPLAY types, |] 
UP-TO-DATE SKETCHES |} 
AND LAYsOUTS~FOR || 
ADVERTISING SCHEMES. If 
























TO SuIT S NEEDS OF |] 
EVERY KIND OF BUSINESS — 


W. MARK Co, Led. | af 


_THE SWAN PRESS. 








not strike “ chill, 


fudividaal, fan below 


“On the other hand, to partake of | 


a dal when seated in a ehair which 
is. scientificially designed to fit the 
individual and support the body in an 
efect; naturally comfortable and correct 
position ensures that normal and health- 
ful functioning is maintained. 

_ Whether for the office or factory work 
or for the canteen, the main thing is to 
secure the right type of seating for your 
employees’ needs. 

This can readily be done by experi- 
ment, as any of the reputable makers will 
provide an expert who will give you his 
ae and provide a chair for trial 


from ee PEES: a 
: yo But here the internal struc- 
ure. of the whole building must be 
-onsidered. 

In some buildings the walls partition- 
| the various offices, though 
comparatively thick, are badly designed 
mnd by no means sound-proof, For 

alls. fre as this there are special 

jund-absorbing partitions which are 
quite light and easy to erect, These 
an be fixed against existing walls. 

Many firms who have batteries cf 

iters, calculating machines, office 
machines, etc., confine the noise 
of these appliances within small com- 
artments made of this sound-proof 
material, thus the rest of the staff is 
protected from their disturbing influence. 
In the service department of one manu- 
facturing firm two telephones were 
continuously in operation. The noise of 
he never-ending conversations seriously 
ipset the rest of the office, The 
“problem was solved by enclosing the 
telephonists behind the light, sound- 
absorbing partitions. 
und-proof floor coverings assist 
mnsiderably in cutting down the noise 

“busy offices. They have other 
advantages, too. They are warm and 
_ retain the warmth of a room long after 


the heating is turned off. Thus in the 


mornings or after week-ends they do 
L” They are comfort- 
able to the feet and very easily cleaned, 
fo matter what system of cleaning is 
used. e 


See This is the end of the Production Methods 
-cand Equipment Section. Other articles on 
this subject which have appeared in recent 
numbers are — 
SIMPLIFIED WORKS COSTING SYSTEM 
Page 19; August 
50% costs CUT IN WORKS CONTROL 
: Page 27; July 
PRICE TICKETS WHICH AID STOCK 
E ) Page 25; May 
latest Production Equipment Devices 
are. described in the following advertise- 


oe the Axe 


Time and Recording Devices, pp. 43, 44 
Transport Recorder, p. 44 
Extension. Ladders, p. 33 
‘ing E Pp. il 


Tubular metal furniture in chromium-plated or enamel finigh is beling inerealled in 


progressive business houses everywhere. 
new buildings such as the © Daily Express 


Vie make a wide range of designs, 
“and REC. 


; ar 
show our manwiaecrered. 


CONSERVE ENERGY WITH 
STRONGLITE CHAIRS 


We also manulacture a complete 


range of scientific searing 


sigred to minimise fatigue. Fixed, adjustable and revolving mods} 


are available ior the executive, typist or the 


ry Aaien 


135, LOWER RICHMOND ROAD, PUTNEY, 


On Admirality and Atr Board Lists 


YOUR HARDEST 
DIFFICULTY 


How opiten do you say: “ That's a good idea--i'H 
remember chat,” and you don’t. Or you read 
something worth-while and say: "$ muse cut that 
out,” and you do. bur can’t find it whén you want 
n badly, 


The MASTROM INFORMATION SYSTEM and 
EQUIPMENT so classify and automatically store 
your DATA... your PRESS CUTTINGS... your 
BOUND BOOK ITEMS, that they are instantly 
available when required, 


With the System and Equioment installed, at the 
touch of a button, so to speak, you command 
every learned pronouncement, the opinions of the 
foremost experts, the best ideas, thë most successty! 
methods concerning any subject, problem or task. 


The System is simple and the Equipment ready for 
use. And you are started with a summary of the 
best items from the data files of MASTROM 
LIMITED. The condensed business “counsel is 
in unique questionnaire form and is remarkable in 
the way it gives you surety in decision and power 
inaction, Purchasers contiqually say it is worth 
the cost of the whole ourfic. 


Furthermore, a publication is included which gives 
you a broad knowledge of the Science of Business 
so that you may nor only overcome the inherent 
limitations of any strictly specialised duties, bur 
APPLY your organised data so as to compel oute 
standing personal success. Mastrom is UNIQUE. 


Clip this advertisement out and pin it 
to your Note Heading, or write NOW 
for descriptive leafiet, “ The Rare 
“Man” (B932). There ts no ee 


_MASTROM LIMI ED 


LONDON ‘ S v3 


Pelephowe : Putney Giysi 


Wine. R. DG 


YOUR HEALTH 
PROBLEM t 


No matter what your hesith orebice cay fe, 
is ean Be solved — if you ga the rege: way 
about i. 


For many years Mir Lucas Bas 
unique and original natural metis HE 
promotion, been helping peuple, bork ee oe 
near, lo soye their health cdifficuldesc 00". 


If you are not satishsd with vor 
Status, why net call. the 

Mr. Laces: to vour ad? E 

road ta Better Health is to send 

of the fremarkaite Little book e 
Health Re- Born,” which ees u 
the Lucas Health Service, 


Now is the time to GET AC 
delay. Clip this ay and send: 
<me address too 


rheowiah ae 
ha 


i E suse odlbiciwodauasen cent 








, : By others’ experience. | 

- NOW READY our latest BUSINESS 
SERIES List of Books by Authors of 
‘i eminence-in their respective spheres. 
$- Post free on receipt of post card. 


- SPECIMEN SELECTION = 
PARTNERSHIP LAW & ACCOUNTS. 


The lew relating to Partnerships is carefully 
and clearly explained, while the necessary 
“gecounts are fully set out and analysed. 


By R. W. Holland, 
CS ARBRE, MAg MSC, LL.D, G/-* 


’ ROUTINE OF COMMERCE. 


} ‘The chapters include specimen transactions as 
CE far as possible, the correspondence and docu- 
Po ments incidental thereto being introduced in 
ir natural order. 

4/-* 


: By Alfred Schofield, B.SC. 


| OBTAINING CAPITAL. 
} > Th work shows in explicit detail the only 
rational faethods by which small businesses can 
be iia eed: how to obtain finance for a 


ar sheng f business idea, and how to obtain 

































ceiorthe purchase of a business. indis- 
ensabl to all seeking capital. Third edition. 
, . Bush, F.R.ECON.S. 4/6* 








complet manual of careers in every sphere 
yon and commerci ‘|! activity. 


M.C., MiSs; M.A. 3/6* 








Lowlands Road, 
Harrow, Middx. 






OR LESS 


i you read or 
a * light- 


ry. 
ds. have proved 
id-—-without the 
rthand: In six weeks’ spare-time study you can 
be proficient-—-from the first lesson you can use what 
ee know, -Speedwriting can be written as well on 
> @otypewriter.as with pen or pencil—it is a key to 
oo g@aere responsible positions and a money. Write 
to-day for FREE LESSON and booklet telling you 


ee -all about See 


‘ RA E a l HERE MEARAN AA EE AEn RNR Ce ee ee ee ed 


ioe THE NEW EFFICIENCY 
at is ae To Beenderiting, Ltd., 


I, Cecil Chambers, 
s i l , 76, Strand, London, W.C.2. 
uak Please aaa me freeand post free my first lesson 


ae Speedwriting and your fully illustrated brochure. 
‘This enquiry places me under no obligation whatever. 
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THE PROBLEM 
| INCENTIVES IN INDUSTRY _ 


By G, H. Mues, D, Şer Explains how the 
full energy of each worker may be aroused 
and directed in the beast 3 '6 

interests of the firm. 60 pages. net. 


TEN YEARS OF 





INDUSTRIAL PSYCHOLOGY 


By H, J. Wercu and ©. S, Myers. Records 
practical achievements and recent industrial 
psychology developments of the utmost imi- 
ance to British Industries, 6/ 
etuils post free. 196 pages. ing 


A MAIN CAUSE 
OF UNEMPLOYMENT 


By P, C. Lorrus, Criticises British financial 
policy, and indicates a practical and simply 
operated remedy for unemploy- 

ment. 


aa aa TE urate yey 





92 pages. net. 
Order from a bookseller or 


SIR ISAAC PITMAN & SONS, LTD. 
Parker Street, Kingsway > * W.C2 


asain ra tte 


P FE 


rere imha inmin terre Pip lyse: Sea 
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FOYLES 
FOR BOOKS! 


Books on Marketing, Salesman- 
ship, Management, Advertising 





and all other subjects. New 
and secondhand. Over two 
million volumes in stock. 


Catalogues free on mentioning 
your interests. 


119 125 CHARING CROSS ROAD, 
LONDON, W.C.2 


Gerrard $660 (7 dies). 






Telephone, 
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| Photograph vabhile 7 _ 
| 
| 


BUSINESS 
—CARDS 


ia your Salesman is using Photographic 
Business Cards he has the advantage of 


being able tom- 
(1) Present an illustration of his product on 

: 

| 


the same card as his name. 
(2) Secure immediate interest and attention, 
because of the novelty of his card. 

(3) Almost certainly his card will be filed for 
reference. f 
Photographic Business Cards are suppiied in 
two sizes. Just send any photo, give details of 
letterpress printing required on back and state 

size required. 


250 34 x rł for 20/-; $00 27/- 
250 34 x 24 for 21/- 5 500 30/- 


Proofs supplied. 


No extra charges. 


MARSHALL & CO. 


Photographic Printers 


FORD ST., NOTTINGHAM | 
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people use for making their letters, adver- 





ularies, 3 PRN EIA ‘by eimi» 
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J. Welch, Chairman 
Institute of 
George H. Miles, 


rnat a rengana A AN a AE AREAS ANARE EENEN SAAN sheet bese Needs AA OAM ce OC LOAN ANDES 
n wet art ea pe. eerie was pad 


Industrial Psychology. 


| and pertinent. 


FREE ose WORDS ¥ 


Jase, and fron „Which. „posterity may. 
A remarkable te Pr words that many | glean. rations hen 






Industrial Psychology in Practice, by Heary 

1920-1932, National - 
Industrial Psychology, and 
D.Sc., Director National: 
Institute of Industrial Psychology f Pitman, non 
7s. 6d.). 


Management to-day is faced with the need. 
for machines, methods and demands omw 
human energy undreamed of a few years agos = 
Experience based on tradition no longer solves, 
the problems which arise. The scientific study 
of the human side of industry is an imperative. 




















Modern conditions demand that executives: - 
become so occupied with the technical and” 
production side of business that few of them 
have time to study and improve the con. 
ditions which may hamper the worker on 
whom the success of the undertaking actually 
depends. 

Overhead costs pile up and waste ove 
to-day mainly on the human side of a busit 
This book aims to stop this waste by. expla inl 
the application of industrial psychology. In: 
word, this is a treatise on the better (more 
profitable) employment of the human machine 
























All employers will find this an absorbing]y 
interesting work, full of “ method.’ which-¢ 
be lifted out and applied directly to businesses 
of all kinds. There is nothing of aw 
theory or “hot air” about this boo Tbs: 
value lies in its essential practicability. A. 
great many of the examples and illustrations. 
given are quoted from actual progressive 
businesses ; others are the results of practical 
work carried out by the National Institute of 





An Economie History of Modern Britain: 
Free Trade and Steel 1850-1886, by J. H. č o 
Clapham, Litt.D.. F.B.A. (Cambridge. 
University Press, 25s.). Pee 

The third volume of a series and itself ao 
continuation of The Early Age, 1820-1850, = 
published in 1926. The book contains diagrams l 
of prices, wages, bank rate, two maps of 
railways and canals and a reproduction of — 00. 
Augustus Peterson’s map of British Industries ae 
prepared for the census of 185]. ee 

The difficulties of presenting concisely such 
a gigantic panorama are not shirked or — 
minimised by Dr. Clapham, who himself. 
stresses early in the book the fact that the o — 
further one advances towards the present age = =) 
the more involved in world economics does — 
Great Britain become, thus making an insular. =.” 
treatment less possible, Nevertheless, the = 
matter as presented rarely fails to be both a e 





it is a book from which all business ities: oa Pree 











aie tisements, talks and all work with words [oo 

more. brilliant and sparkling, more inspiring, more | Aust 

li is sent absolutely free to introduce f fiaeyasine IA 
Pp quickly Hartrampf’ $. Vocab S 
T nent business. ae as 



















_parfous condition ot Austria is of the highest 
nterest to business men. Its contents have an 
almost direct bearing on the world crisis, the 
-League of Nations, the Ottawa Conference and 
other happenings of which we read so much 
“but actuaily (sic) know so little, 

The main indictments of the book cannot 
better be summed up than in the author’s own 
words, “In... post-war Austria, I was 
«Impressed by ihe fact that social and economic 
-phenomena which were first apparent in 
Austria had a strange knack of spreading to 
other countries, and manifesting themselves 
on an even greater scale soon after. The 












| ne detain statements on many 
n which they may feel somewhat 
T like all human beings, he is by no 
means, free from prejudices. 





Hartrampt’s Vocabularies of Synonyms, 
itonyms and Relatives (Psychology Pub- 
lishing Co., 27s. 6d.). 
Business correspondence, sales letters, ad- 
| sing copy and propagandist literature of 
is demand the use of exactly the right 
words. — Trite or dull words must be replaced 
“by synonyms and relatives which make the 











$ volume, constructed in new form, wherein 
genious and effective charts stimulate 
hought and lead to the selection of words, 
‘provides the business man with a versatile 
-yocabulary. The book can be had on 
s approval, and, if required, can be supplied on 
the deferred payment system. 


How to Import Goods, by James Dunnage, 
FSS, F.C.L, ete. (Pitman, 2s. 6d.). 
A very practical book for the type of young 
man aiming for executive position. Problems 
= and routine are clearly explained. Contains a 
useful new chapter on the Customs problems 
=> - of the Irish Free State. 


oe oe Estimating, by T. H. Hargrave (Pitman, 
Is. 6d.). 
The compilation of accurate estimates is 
essential to practically every business. This 
book deals with the subject in a very com- 
‘prehensive way. The illustrations, practical 
examples and charts given make the matter 
nteresting as well as easy to study. This is a 
ook for the experienced business man as well 
as for ‘the young, executive. 












Industria} Psychology, by 
Charles 8. Myers (Pitman, 


essage sparkle with brilliance and power.” 












principle: F 
eri struction. Ins ree 
and accuracy and. general performance it compares more th: 
favourably with elaborate machines costing many thes as much. 
There is scarcely an Office in which at feast one of these splendid 
little machines cannot be used to advantage -no 
matter how apparently well equipped, These: 
cheap but geod little machines are 
used by Firms of repute in all. 
parts of the country. Tet as. 
give you a demonstration - 
and reliable convincing 
references to a host ae 
Satisfied users. 
* ODHNER ” 
culating Ma 































































STANDARD 


MODEL £25 
GILBERT WOOD 


75b, Queen Victoria Street, London, E.C.4 
*Phone: City 2205 
MANCHESTER.--4 ALBERT SQUARE-—Binelfriars 5556 


5,000 copiesanhour Save Your 
with SPEEDO x 3 





The Cheapest Automatic 
Rotary Duplicator 


F EW duplicators——-at any price--provide 
the combined speed, efficiency and low 
cost of the SPEEDO. 5,000 copies-—on 
any paper, postcard-size or foolscap— 
printed, counted and stacked in an hour. 
Coupled with an unusually low price, 
here is sufficient reason why the Frice 
SPEEDO should feature in your mail 
room equipment. 4 years’ guarantee. GNS 












speeds up work and 
avoids mistakes 

LOCALITE, light arm, adjustable 
in all directions, complete ... 
with screw - down fitting - 
Arm only, without shade 
& electrical accessories 






Write for descriptive booklet and specimens 
of SPEEDO work, or ring METRO- 
POLITAN 7013 for a non- obligatory 
demonstration ÉM your office. 




















K. H. 
MICHAELIS & CO., LTD. 











68, Basinghall Street, London, E.C. 2 24° Portable table oe i 


: wn fi ieeing 
Telephone: Met. 7083 


VILL IT PAY? 
That must be the paramount con- 
sideration of to-day. 

The answer must come in terms of 
increased. economy and. added 
efficiency. | 

We offer you both, in the “Robin” 
method of Record-Keeping,which, 


ugh years of experience, has at- 
ined a high standard of efficiency. 


iid. welcome an oppor- 
interesting you in the 
mere of Record- 


ffer of a “ Robin ” Book 

nd full maroon buckram, 
“index and 200 leaves 

* Stock Record, Feint, 
‘Double Ledger, on seven 
app roval for Li post free. 


1 need something 
better than stationery 


hat merely ‘ answers 


You Afford 


to-day to lose any 
chances of business ? 


: The impressions created by 
_ your letters may turn the 
scale. | 


you will send us one of your present 
letter headings, we will tell you if 
we consider it good and appropriate. 
Let us know how. many you order 
we may be able to save cost 


improve the quality of work by 


” r Se methods.. 


. . BELL, Ltd. \ 


p external debts. A 
| [improved 


Jas Old 


a ta La 
than enough to co 

| budgetary , financial, : 
export situation, “Australia 


offering easier entry sand a 
market for British goods. 

Similar improvement in New Zealand. 
An unfavourable trade balance turned 
into a surplus of £, 11,000,000 is this year 
expected to grow to £15,000, ooo ; budget 
deficit lower than last year, perhaps 
wiped out; prices of her raw material 
imports advanced ; unemployment falling 
and confidence increasing. In Canada, 
exports to Britain and to other 
Dominions have increased startlingly. 
The rise in 
increased purchasing power; basic pro- 
duction is rising. In India, our chances 
are better than for m many years. 


No Trade Boom in U.S.A. Yet 


n the U.S.A. the apparent improve- 

ment must be carefully scrutinised and 
its progress watched. Prices of basic 
commodities and securities have risen, 
but is this due to actual production 
demand or increased earnings, or to 
buying by syndicates and pools for 
political ends or supported by govern- 


a result, oe ‘this 
cand. 
is reducing” 
her tariffs and import restrictions, thus -> 
better. 


commodity prices has: 


doubtless ‘mostly due to the last two, 
and for that reason may not hold. =~ 


trade conditions in the 


Certainly — : 
to-day, and. the immediate 


U.S.A. 


markets. 


improvement in U. S.A, trade 


tion is up very slightly. Wholesal 
buying is probably up very slightly. 
Goods transport figures show an 
increase. But these figures are com- 
parisons with last month, not last. year 
All figures for production, retail turno 
and business activity are still far bel 
last year. The national budget is still. 
unbalanced.. The Presidential Beare 
is an unknown factor. : 


We do not think | Huic men should, 
rely on any great improvement in pro 
duction and PERAE of goods i 


rises in securities aid tadustrial. lis 
indicate that an upward trend. t 
started. It will be slow an 

setbacks. No boom in Ameri 
possibly occur while so many advers 
national and world factors still exist : 
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FATHER CHRISTMAS HAS 
PLENTY OF SALES PULL 


(Continued from page 20) 


on display. They left these to greet 
Santa Claus, who, in return, demon- 


strated for their benefit the workings 


of the different mechanical playthings 
—-a demonstration which was keenly 
watched by the throngs outside the 
window. It quickened sales in that 
many toys were purchased without 
requests for demonstrations in the 
department. 


How Santa Claus can also Sell 
to Adults 


It is a mistaken impression that the 
window demonstrations of the commer- 
cial Santa Claus are effective only with 
toys. He is capable of selling almost 
any kind of article, particularly any- 
thing of the speciality kind which 
is normally demonstrated by salesmen. 
For instance, an- electricity company 
garbed their- 
Nick during the 

“His routine 
the: -workings of a 


holiday 
season, 
show — 

cleaner, f pa 


completed. jo 
h. nes as | re 


window demonstrator. 


was to 
vacuum 
e: bein g supplemented 
one on an easel áas` t 
These - 
‘Ea 


HOW 6 FIRMS MADE 
BIGGER eS | 
Meccano, Ltd. 
(Continued from page 13) 


when freer interchange of commoditie 
is practicable the spade-work wi 
already have been done and a consider 
able expansion of the company’s expo! 
trade assured immediately. 

A continuous progressive policy cf 
seeking new ways and means of mark 
ing has increased turnover, ‘whil 
efficient organising has resulted ‘in’ a 
scaling down of costs in every depart- | 
ment, from the office to the factory, 
although economy has never been 
allowed to stand in the way of experi 
ments likely to produce beneficial results 

By this means this firm has not onl 
improved on its previous. condition, bu 
it has already made its preparations for 
the still more prosperous times which it 
believes are ahead. : 


AVOIDS _ “HIGH PRESSURE” see 
| SELLING IDEA . s 


Realising the- wariness with whic 
regard the speciality salesman 
of a new typew 


attachmen allay this fear by the follow 
“ing Rg 


il 1 their advertisem 





i 


THREE CARDINAL POINTS 


for every business organiser 


mo OO i, 
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ae 


he business 
man who is 
invited to 


change methods tv 
which he has long 
been accustomed will 
naturally want to know the reasons 
why he should do so. 


He will quite properly require to be 
informed why the new method is 
superior to the old. Probably he will 
lay down at least three conditions and 
will demand that the new system shall 


be 
(1) 


(2) 

(3) 
than the 
supersede. 


Simpler 
More Convenient 
More Economical 


system which it is to 


Change merely for the sake of 
change may be attractive in some 
walks of life, but it makes only a very 
limited appeal to the man who has on 
his shoulders the responsibility of a 
modern business. He wants to see 
tangible advantages before he will 
consent to change. 


In all three of the essential require- 
ments of simplicity, convenience and 
economy Dictaphone dictation far 
excels the shorthand method, which 
it is rapidly superseding. Let us 
examine them in detail. 


Simplicity 

The Dictaphone, alike in construc- 
tion and use, is singularly free from 
complication. There are only two or 
three mechanical movements to learn : 
you simply lift the speaking tube 
from its hook and talk your message. 
You speak in an ordinary conver- 
sational tone, fast or slow as you 
please, all your letters, instructions 
and memoranda of all kinds. That 
ends each matter so far as you are 
concerned: the subject is off your 
mind and vou go ©n to the next. 
After an hour or two with The 
Dictaphone you can use it as though 


it had been familiar to you all your 
life. 


Convenience 


The Dictaphone stands on your 
desk, always ready for work, 
morning, noon or night. You never 
wait for your shorthand writer: she 
is never called away from her own 
work (which may be urgent) to take 
your dictation. You never need to 
call a man from his work to give him 
instructions. You dictate them to 
The Dictaphone and he receives them 
in typed form 
misunderstand or forget. You never 
lose a good idea through failure to 
make a note of it. You have ready 
on your desk, at all times, a means 
of exercising instant controlling 
direction over every detail of your 
business. 


Economy 


The Dictaphone is economical for 
two reasons. 


In the first place it saves a full 
hour daily for the principal and 
members of the- executive staff 
because it enables them to do their 
work more promptly and more 
swiftly. These men are highly paid 
and their time is valuable. An hour 
a day for a year for the. executive 
earning £1,000 a year costs £125. 


In the second place The Dictaphone 
doubles the output of every typist 
handling dictated matter and, as a 
natural consequence, halves the 
typing bill. When the typist, paid 
£2 10s. Od. a week, does twice as 
much typing, there is a direct cash 
economy of £65 a year to add to the 
saving on the executive side. 


These are facts which have been 
demonstrated over and over again by 


which he cannot. 


by , 
THOMAS 
DIXON 


hundreds of leading 
firms, in all parts of 
Britain, who have 
tested and proved 
the value and 
economy of the 
dictating machine. Alike in such 
gigantic concerns as Cadbury's, 
Metropolitan-Vickers, many big 
insurance companies, Morris Motors 
and Asbestos Cement Products, with 
their hundreds of Dictaphones, and 
in the “ one-man" office with a 
single typist the Dictaphone is 
saving, in time and money, sums 
which reach a colossal figure yearly. 


Essential to Progress 


Change for change’s sake is 
seldom desirable, but to change when 
a simpler, more convenient and more 
economical method offers itself ts 
surely essential to all business 
progress. 

Investigate The Dictaphone for 
yourself. It will cost you nothing 
to do so. Remember that even 
though you are not using The 
Dictaphone you are paying every 
vear, in wasted time and wasted 
money, more than The Dictaphone 
would cost you. 


Post the coupon to-day to 


THE DICTAPHONE CO., LTD., 


Kingsway House. Kingsway, 


LONDON. W.C.2 
Telephone: HOLBORN 4161 (5 limes) 


And at Manchester Birmingham, Livernoo!, Glasgow 
Bristol, Leeds, Newcastic-on-Tyne and Dublin 


POST THIS COUPON NOW 


The Dictaphone Co. Ltd. 
Kingsway Homse, Kingway 
Leadon W.C 
Dear Sirs, 
® Kindiy send Mr. Hutchinson’ 
‘Office Methods and Practice” 


Book 





2 


UEA = = ir 


That is what a 

customer writes 
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ih 164 PAGE 
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Another writes: “It has been a 
long-felt want in this office.” 


DO YOU WANT A FREE COPY ? 


Just ask for A243. 
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Moore’s Modern Methods, Ltd., 


12, St. Bride Street, 
LONDON, E.C.4. 
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Increased Efficiency 
a Lower Cost 


NCREASE the effici- 

ency of your Organi- 

sation and reduce 
expenses by installing a 
“Sei_pex™ Visible Re- 
cording System. 
Among the numerous 
“Sexpex™ Systems is 
one ideally suited to your 
particular needs — the 
cheapest and the most 
effective of its kind, 
unfailingly accurate. and BRITISH 






 Sevoex " Equipment it- 
>Re every sang Shasi 


BUDGETING PERSONAL Teaccemoor 

STOCK CONTRACTS Every “ SeLDEx ” System has been proved 
COSTING SHIPPING practical under actual working conditions 
INSURANCB PURCHASES by the most successful business houses in 


MACHINERY PRODUCTION the country. 


Write for complete illustrated lists of the 
time-and-monev- caving 





LD€ 


Visible Recording Systems 


INFALLIBLE CARD SELECTING CO. 


Halford Buildings, 249 Corporation Sireet, 
Phone : Aston Cross 0627. 


LTD. 
BIRMINGHAM 

















An Ericsson Telephone on your 
desk places your organization 
at your finger tips—directors, 
secretary, accounts, warehouse, 


Clear-speaking, efficient, fool- 
proof, a y faithful servant 
which is carning its keep all the 
time. 

Our new instrument (ill.) with 
bakelite case and special trans- 
mission features is now in 
production. 

Write to-day for quotations and 


literature, and particulars of 
our rental system. 






















Ericsson Telephones Lid. BRITISH 
London W.G2 TELEPHONES 






Telephones’ Holborn 4271/9 


5 OPERATIONS 


BY A SINGLE STROKE OF THE PLUNGER 














MINUTE CAN BE (1) PICKS UP 

EASILY ATTAINED (2) MOISTENS 
(3) SEVERS 
(4) AFFIXES 
(5) COUNTS 


In a fraction of the time z 
taken by hand. 


Stamps are inserted in 
rolls of 480 and locked 
in machine. 
Without Numerator 3 guineas 
With Numerator .. 3 ,, 


BRITISH MADE 


“ LIGHTNING ” 
STAMP AFFIXER 





Write also for particulars of “ Velos”? Letter Opener 


FRANK PITCHFORD & Co., Ltd., LONDON, E.C.1 


WELL HOUSE, WELL STREET. "Phone : NAT. 0055 (Priv. Exch.) 


‘Conteol « ` Mi ent 
1 & t 
uction * Office arketing 


WH ICH AT VARIOUS TIMES HAVE BEEN INCOR- 
RATED: “THE JOURNAL OF COMMERCE,” 

“MODERN BUSINESS,” “SYSTEM,” “BUSINESS 

oa GANISATION AND MANAGEMENT.” 


O N TENTS FOR NOVEMBER 1932.. er 


M ANA G EMENT We Made 1932 a Good Year- - ~ vy OWEN OATES” 7 


z en * M y Pi 

Po l icy, F inance anaging Director Paraoa ipe a T Condat Co., Lid. 

ene poldiy Original Selling Plan Doubles Business - ly J. F. SNOW 
Managing Director, Viaduct Sewing Machines, Lid. 


How Cost Control and Customer Service Increased Sales 


ly PERCY M: RANDALL € 
Managing Director, Pe aripan, Lid. {in an interview) y 


Get Those Vital Figure-Facts at a Glance - fy L. M PARNELL ® 
7 The Broader View - - š i jp hom UPDEGRAEF es 


How Five Firms Cut Their Costs - by E D. MARTELL. 
The Trend of Trade for November 
The Business Weather Map - 


Why We Use Group Life Insurance - FAT JOHN P BLACK 
Director and Gen. Manager, Standard Moter Cos 


Our Plans an Increasing Next Year's Sales — ly FF, MARSTI 
16 Good Sales ideas | | 
Make Friends With Your Shaky Customers - 


, How : a Planning Department was Organised- by WALLACE 
Consulting. Mar z 


ROD U c T I o N How to Keep ‘Your Staff Healthy and Efficient by AC. CRENNEE G 


C. To Run the Off ice Efficiently is My Hobb G. J ALLDAY 9 
Equipment, Methods larval oe. Weit Aat Lid. 


a ia | How Our i Conteal Typing” Saves Expense - TR BURROWS 
OFFICE PRACTICE "0 Ov" “Centr! Typing” Saves Expense- Wv. R. BURR 
quipment, System uplicate Le ger aves Error Hunting - me FD 
ee ee We Cut Expenses by Dividing the Typing - -= -by F.E. STONE 3 


Continuous Stationery Increases Every Typist’s Output- eres 
The Newest In Business Equipment  - ome 
Choosing a Container to Meet Your Needs - “by TA. SHARP 27 | 


Business Books z š š e 2 a 


i eee per annum, home and Continent, post free. Per copy ije, post free 1 j. Ove ‘sie 
annum, post free. Per copy. ys J post. free. All rights of translatios d reproductions 
reserved. . Agenta. for: Australia and. N éaland : Gor and Gotc 





-Your Indispensable 4 Vorking « tant 
Bovery Working Day of the Year 


SYSTEM DESK CALENDARS AND POCKET SECRETARIES IN 
A VARIETY OF COLOURED STANDS AND LEATHER COVERS 


System Desk Calendar 


‘Bay ake Gates large ty 


: Carmpinte Catentiar $ 
"o. ieie pear an front for iey 


Hourty apaces for the current 
dang engagements 
heats for TRH 
rer the prec "E 
Tio Bueinese marime for sack 
we" any aegenting mew Aie 
Catentar far qurrent, pres 
ceding & futlowing ree 
Meta? waif Soation a 
etding daily sheate: 
Fat of da 
Gaming eed ot tne ine 
$ z Current gays peeo gheat 
OTO Mitas siam er 
Pus reat afier yee 


Size 5} x 3} ins. on 
handsome Coppered 
Metal Stands or Bake- 
lite Stands in the 
following durable 
colours: Black, Brown, 
Red, Green, Mahog- 
any, Oak or Marbled. 


Size 4 x 3 ins., on 
Coppered Metal 


a Stands only. 


eee inside front ¢ caver 


Date, large type, instantly visible ia o 
: ‘Band automatically opens book to i i a 


o-day's date 


Records ieee hourly 


. Calendar of previous, current me aw 
- gad following months the 
` Sheets of all preceding days $m 


Loote-leaf Binding Deviee— Fe matal i 


we, 


grips sheets firmly 
Current Day's Memo Sheet 


Dated sheets for 
following days 


| Yearly calendar op 
hack cover 


‘In two sizes :—size 5} x34 ins. 
and 4x3 ins, in colours as 
mor above for System 

Pocket Secretaries. 


-o cS Place y your order with your stationer 
toda , of post particulars of your 


_ requirements together with a remit- 
tance, inc'uding postage, direct to s~ 


System Pocket Secretary 


Size 5} x3% ins., in ree 

Black, Brown, Blue, | B= Sree 
Leather or Brown ; 

Leatherette Covers. 


in ATERN fsa Sa 


Size 4 xX 3 ins, 
Black, Blue, Brown, l 
Leather or Brown © VAA 


DECIDE 
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an syste Desk ee: CO 

“plete, on Metal, Black or Brown 

Bakelite Stands... 

. “t System ” Desk Calendars, Com- 
plete on Red, Green, Mahogany, one 

Oak, or Marbled Bakelite. Sees ; 

.“ System ” _ Pocket | et 

Complete, in. Br Leal th: 
Covers ee ier ee 

_. “System ” keto Semone 

Complete, — in Black, Blue or 
Brown Leather Covers .. 

." System" Interchangeable Desk 
and Pocket Secretaries, in Brown 
Leatherette Covers.. 

.* System ” Interchangeable Desk 
and Pocket Secretaries, in Black, 
Blue, or Brown Leather covers .. 
+t System ” Refills for any of the 
above sa ao i js 


SMALL SIZE o oco 
. Desk Memo” Calendars, Com : 
plete, on Metal Stands Only ee 
.** Vest Pocket” Secretaries, Com- ee 
plete, in Brown Leatherette Covers — 3/- 
Vest Pocket™” Secretaries, Come 
plete, in. Black,- Blue, Brown, ooo: 

Red, or Crocodile Leather Covers oa fs 

:“ Interchangeable Vest Pocket” 
Secretaries, Complete, in ‘Brown 

- Leatherette Covers- | 

..* Interchangeable. Vest Pocket” er en 
Secretaries, Complete, in, Black, Sa 
‘Blue, Brown, Red, rocodije 

Leather o o cua 

.. +» Refills only 





ae index and turn to _ 


those announcements : 
which offer Service or — 


Equipment which may : 


be of use to you i oe 


BE OBTAINED THROUGH THE ANNOUNCEM 
à THE ADVERTISEMENT PAGES IN THIS 


Page 


ERTISING AGENTS _ ELECTRICAL ACCESSORIES ERTER 
ibbona, J. Ja Ltd. Er ; puet '21) Grafton, Walter & Son, Ltd. 46 


FINANCE 
294 ore Pap & Papot Co, of Australia, 


E we 


. FOLDING MACHINE 
28) Cuwndall Folding Machine Co. 


a Sabie, Todd. $ Co., Ltd. 


race INSURANCE | | 
25). Britannie Acaitnce Co., Ltd. 


LOOSE-LEAF LEDGERS, Ete. 
(26) Moore's Modern Methods, Ltd. 
i27) Ruddock & Sons .. Fa 


sTupiIOS oe 
MAIL ROOM EQUIPMENT (40 Priestley Bumlios, Lid: 
(28) Pitebford. Frank, Ltd. .. 2 a ee nee 


MANAGEMENT ENGINEERS : a | 
(29) Clark, Wallace & ee 


MAPS l 
(80) Salmanger Map Co. 


re steal no ie: Resi 
OFFICE ev teased Sa) can Reware vrs, Ltd ae 
{$1} Osda, Ltd... i a6 > et eee 
(32) Oxford Cabinet Co. | cH ae es 2 TYPEWRITERS AND ates 
60; Tayre Pyyaowriter os aa 
OFFICE PRINTER 


; 7i Carter barratt, Kis E y 
PACKING SUPPLIES ibs) infallible Cand. Relating fa, i a 
a ià ‘Killgerm,” Lid. a . . (34) Jones Samuel & Co., Ltd... . (59). Rardex R : 


A> 


i36} Thames Board Mils, Ltd. 


- Felloprhiter Lid .. ‘ WORKS EQUIPMENT 
o Asares Rotaprint Agency, Ltd. ; PHOTOGRAPHERS I National safety Serviess, bt. 
0 chae tia, R. H. & Üo, Lid. iu 137) Marshall & Co, Ltd. ; à 82k Parker. Winder i Achureh, iia n 
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t USE THIS If you desire information pog 
COUPON n Editor or from Advertisers 
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‘o BUSINESS. Service Department, 6 Carmelite Street, E.C.4 
send; Fihom obhganon, more information in connection with advertisement 
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(35) Payne, P. P. & Sons, Ltd. a 60) Systems Brationery Co. OO 


Issued by The institute of Incorporated 
Practitioners i 


An open letter — 


oy 
Fa ae 


to the manufacturer who doesnt 
believe inadvertisind’........ 


DEAR Sir: It is difficult to write 
this letter to you because, as a 
matter of fact, you don’t exist. 
Like every other business man, you 
use and depend on, advertising. 
You may not know it, but you do. 
Every letter you write to a prospec- 
tive customer is an advertisement, 
every call your travellers make is 
an advertisement, your plant is an 
advertisement, your products them- 
selves are an advertisement once 
they have left your Works. For 
advertising is the art and science of 
“ making known,” and if you did 
not make known your products, 
whether they be battleships or 


it pays to 





shuttlecocks, suspension bridges or 


suspenders, no one would ever buy 
them. 


As your business would be im- 
possible without advertising in some 
shape or form, is it not worth your 
while to take advantage of those 
methods of publicity which have 
proved their soundness in all 
branches of commerce through a 
generation or more of drastic 
testing ? Is it not worth your while 
to discuss the matter with an expert 
whose whole existence depends on 
his ability to create sales for his 
clients ? Call on such a man without 
delay, discuss your problems with 
him frankly, and let him be the 
architect of your greater fortune in 
the brighter days which lie ahead. 





in Advertising, 3-4 Clement’s 





ADVERTISE 





_ departments with an axe, 
~ them down as expensive Vannes. 
-We have done just the opposite. 








z “wants,” at the 

ght price, and you will 
rway out of any 
éssion. It is by acting 
io ae oe that for 





id turnover and 


Seng Fel gh ‘of whch the 
er is hypercritical to-day. Of 
, 1 put first the need for the 
right product... Price is secondary, a 
very close second admittedly, but 
, stili subordinate to the absolute right- 
ness of the product. 


In this concern I consider the 





research and experimental department 


< to be one of the key factors in our 
success. I have known firms, when 
_ trading conditions became difficult, to 
make straight for their experimental 


paring 


In the last three years we have 
produced more new products, and 
better products, than in any other 
period of our history. 


To do this we have not actually 
increased the cost of our experimental 
department, but we have doubled the 
alue and amount of work. received 

, special plan. 








We nari 
-the j 


companies work are entirely different, 


so that we have both gained mich 


additional information and experience 
of great value without any extra cost. 


Combined with the intensive work 
to produce better products, one of the 
primary duties of our management 
has been the continueus scaling down 
of selling prices so as to speed up 
turnover and widen markets. 


To reduce prices we have had to 
reduce costs, and one of the chief 
moves in this direction was to reduce 
the number of types tn our range of 
products and to concentrate all the 
possible virtues into a few quite new 
designs. 


Reduced Number of Types Simplified 
Production and Cut Costs 


Five years ago we were. producing 


conduits. aeey we are tu 
‘seventeen, p 


more than thirty types of pipes e 


MANAGEMENT CONTROL 


Here are three firms whose vigorous, progressive 
policies of management have carried them ahead 
to increased turnover and profits, in spite of any 
obstacle in the way of depressed markets. Hereisthe 
HOW and WHY of their successes. They may be of 
vital help, by providing suggestions which can be 
adapted to other businesses with similar results 


periments in g 
have enabled 
‘cut out Jal 
section ain 


to Ae p : possi et 

the same time reduce the se} 

to the lowest level, the  stricte: 
supervision of costs is: essential. 





Each section of every process a ee 


our work js accurately costed and 


returned to the” control department 
If rising costs occur __ 

while work is in progress, they are ooo 
“We never wal. 
until a jobis finished and then sce — 


every day. 


investigated at Once, 





how the costs werk out i 
department. is,.in fact, 


ahead of the production departments. 


It literally holds production. fown m Le 


predetermined costs. 


The control department was a ow eas 


section added to owr- business, we 





though many of our frends at i co. | 


time were reducing, not tnereash a 
their staffs. ae 





£ yur cont a ae 
practically 
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Increased Turnover and Bigger 





costing and the highly technical side 
of engineering. The department 
operates quite independently and is 
responsible only to the Board, by the 
short-cut method of direct contact. 


Exchange of Technical Data Improves 
Products Without Expense 

This department, though costly to 
build up, was instituted as a cost- 
cutting department. It has proved 
éts worth and is one of our best 
investments. 

From this control department and 
its close application to costs grew our 
policy for searching out the very 
latest machinery for our work. We 
realised that it was useless to try to 
get the highest output for the lowest 
unit cost if we continued to use out- 
of-date machinery. 

One of the first results of the new 
policy, therefore, was that our 
technical director visited the United 
States and Europe solely in search of 
ideas for machinery and methods of 
production. What he found there, 
together with his knowledge of what 
already existed in this country, 
resulted in our spending £7,000 on 
new plant and in reorganising our 
existing machinery. 

The outlay revitalised our business, 
and to-day we keep a sharp eye on 
machinery developments. We visit 
exhibitions and pipe-making plants 
all over the world. When we find a 
machine or a method which will 
reduce our costs we instal it. 


Specific Selling which gets Increased 
Business at Lower Cost 


In selling we have improved our 
methods. With a fewer number of 
types to handle, salesmen now sell 
more specifically. Instead of offering 
the user a choice of several types of 
products which might suit his pur- 
pose, they now sell the user on single 
distinct types picked out beforehand 
as the best possible for the job. 

Salesmen no longer show to pros- 
pects lists of ordinary catalogue 
illustrations. We have done away 
with all our separate publicaty lists 
and now have a single booklet, well 
designed and well produced. This 
shows reproductions from photo- 
graphs of each type of our products 
actually in use. With each illustra- 
tion we have included the name of 
the installation and all technical data 
connected with it. This has proved 
a far greater aid to salesmen than a 
mere catalogue of units. Incidentally, 
this new single booklet has reduced 
our costs in printing and blockmaking 


byesome sixty per cent. 
z E 


In this connection | might mention 
that through making these substan- 
tial savings in folders, leaflets, etc., 
which formerly acted more as moral 
supporters for the salesmen than as 
definite business-getters, we have 
been able considerably to increase our 
press advertising in those media 
which have proved to be the most 
profitable to us. 


This advertising matter, like our 


- 


Boldly Orig 


literature, was re-designed on much 
more specific lines. The reduced 
number of types, of course, enabled 
us to do this. In every case we 
featured, instead of catalogue-looking 
units, reproductions from actual 
photographs of our installations 
being made. This type of appeal 
has had much greater effect than any 
other style of approach we have 
made. 





inal Selling 


Plan DOUBLES Business 


By J. F. SNOW 
Managing Director, Viaduct Sewing Machines, Ltd. 


ur organisation plans for the 
OC) nine year’s business already 
show signs of bringing results 
which will far exceed those which 
have come from any other methods 


we have used. 


One of our lines is the Pfaff patent 
two-way conveyor band for use by 
textile makers-up, the boot and shoe 
making trades and so on. 


Formerly, it was our policy to sell 
that product. Now, however, we 
have completely revised our plans 
and are selling, instead, a “ new plan 
of industrial rationalisation." That 
is, we no longer sell a product but 
an improved production system, 


We have, abandoned the 
employment salesmen 


too, 
ordinary 


of 





and have substituted another form of 
approach. We searched the country 
for the most suitable expert operator 
in each of the classes of trade to 
which we sell; for example, the shirt 
makers, pyjama makers, suit makers, 
boot and shoe makers, etc. These 
experienced operators we have taken 
on our staff, trained them in the use 
of the Pfaff Conveyor Band and in 
the principle of division and 
specialisation of labour and speedier 
production which this band system 
makes possible. ; 

Having trained them primarily as 
operators, we then instructed them in 
selling the system to their own 
individual trades. 


These “ salesmen ” then go out to 





1S 5 popas in their own 


chnical detail aed the. yes 
ges of dividing work, making each 
operator a. specialist, reorganising the 
Jayout of seen and installing 


r tem, fac R cuts pro- 

n costs by from 25 to 334 per 

t. and at the same time increases 
utput by 25 to 50 per cent. It is 
ot, however, only the conveyor band 
which does this, it is the system 

up and routing the work 
n with the band which 


improvement, This, 


whens soiree: them 
separate product. 


This brings me to; an 
point whieh we have de ‘eloped in 
regard to our selling methods. Iti 18, 
so far as I know, a plan which is 
unique as propaganda i in the making- 
up trades. 

Each of our expert operator- 
salesmen has written a complete 
technical handbook, fully illustrated, 
explaining the A-to-Z production of 
shirts, pyjamas, suits, etċ., or what- 
ever his line is, in conjunction with 
the conveyor band system, 


How these Technical Booklets create 
new Business 


These booklets contribute 
mously to our selling power. 


cnor- 
For 


_” example, a suit manufacturer can be 
“7? approached and shown how he could 
o- profitably add. shirt or pyjama manu- 


Ss. facture to his activities. - 


Now, as a 


suit manufacturer, he knows nothin 


nd epee output fan 
is no “ ‘lag ” due to 


gh, as I have mentioned, 
can have our conveyor 
aled- without scrapping 


‘machinery, it is by wh 
of sos band ay tem l 


< paint manufacturers, 
year; an excellent Pie 


whatever about the making of shirts 
or pyjamas. As a technical man in 


the textile trade, however, he can 


appreciate our shirt or pyama booklet 


eyi new | 


iri adjustments to give. 
values 


Newest machinery to give g t 
output E 


Keener control to reduce unit costs a8 
More accurate Selling eens 


as it is written by a man i 
an expert. He can 
conveyor band meth 
machines, is a complete mi: 
ing system, all he has 
instal the plant and a 


Here, it is : 
Cost Cont rol: Cu 
;, Service and Sta Ee en 


By F. T. MARSHALL, from an. interview wi k 
PERCY M. RANDALL, Managing Director, Paripa 


hen a firm manufacturing an 
article of a kind likely to be 
among the very first to suffer 
from depressed trading ® conditions 
flies in the face of expectation and 


makes an increased profit, the natural 


question arises: How was it done? 


That is what Paripan Limited, the 
achieved 
So I put 
p aneging 


the T 


last 


when conditions change 

the whole organi 

in prosperous tim 
possible economic: 

when conditions 

are already fitted to meet | 
out having to. ee 4 
system. : 


‘ Speaking ae. pe 
is my one objection tg 
industrial unit.  Inevi 
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Charting sales cumulatively gives the same 
result as if they are plotted as daily totals, 
but the curves are easier to read 


















driving toward the rocks was 
ought around when the manage- 
ally put its figures into graphic 
“Using graphs results in an 
like mecting a man or seeing 
ph.of a person with whom 
orresponded,’’ was how a 
of one well-known firm recently 
escribed the graph method. 
The old-fashioned type of manager 
tended to carry in his memory a certain 
group of figures, most of them unneces- 
sary. From the business men who have 
“helped with the study of working habits 
“on oawhich this article is based, however, 
citos evident that under pressure of 
‘complicated accounting problems mana- 
gers are learning to have figures sifted, 
to get rid of detail, and to make the 
important points stand out in high 
relief, as quotas by which to judge all 
_ departments. Getting at a glance all 
the necessary information. is one of the 
=o fittle secrets by which efficient managers 
-spread their energies over more work. 






















These Factors can well be Shown in 
Graph Form 


Take the retailer as an example. He 









to know all about his investment, — 
‘tee k. He must watch his 
is costs, his gross and 
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Very often it helps to know how the gross 
income compares from year to year, as 
given on this simple chart 


Those Vital . . 
RE-FACTS | 





By L. M. PARNELL 





The success of your business depends 
on your knowledge of its facts. 
Figures represent these facts. You 
must, therefore, have these figures 
so that they most quickly, easily 
and completely tell their story. 
Presented in graph form they do this 


——————————————————————E= 


Too much stock may be marked 
down; and it is for him to check up his 
buyers and advertising men. Sooner or 
later he will want to know which sales- 
people sell the most. Credits and 
collections, returns and complaints must 
be controlled. Seasons and their effect 
on sales concern him. 


Every executive, the production 
manager, the office manager, the head 
of any single department, similarly, has 
certain things to watch continually and 
others on occasion. Columns of figures 
are a tedious means of keeping in touch 
with all these facts. Graphs, kept up 
by a clerk and based upon carefully 
detailed figures, give the story af a 
glance. | 

How to keep this moving picture of 
the essential trends and from time to 


time to put the detail under the micro- 
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Valuable information may be obtained from. 


t a 


sales expanded ando m 
increased both i 


was a much more simple 


records had previously been kept and 





-could þe made to show the important 
facts about the business more clearly if 
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raphs showing the tendency of a business. 
rom month to month for successive years 
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the engineer saw at once that these 










plotted graphically. It is the graphs on 
the sales side of the business which will 
be described in this article, for it-is ao. 
business where the product has got tobe 
pushed progressively and high pressure 
put on the selling end of the business. 


By Knowing Facts Instantly, Time and 
Money can be Saved ae 
First, a chart was kept showing the — 
sales by days in months (see graph on 
the left of those illustrated above) | 
A&A chart was made for each month with 
the day’s figures from 1 to 31 running = — 
across the bottom and. the figures foyo 
the turnover in £’s running vertically, 
The sales of the first day go in on the 
first line and then each succeeding day's o 
sales are added, so making a cumulative | 
curve, The sales curves for the previous. - 
four years are also shown, so giving an 
























MANAGEMENT . CONTROL - POLICY 
T 


14 


THE BROADER VIEW . . 


Printing Should 
be Invisible 


n an address before the British Typo- 
| eraphers Guild, at St. Bride's 
nstitute, Mrs. Beatrice Warde made an 
excellent point when she declared that 
* printing should be invisible.” 

In a broad sense, everything that is a 
vehicle for carrying out an idea or a 
plan should be invisible. It is the plan 
or idea that is important. 


- 

Applied to printing, assume a man to 
be reading a booklet advertising a resort 
hotel. If it were your hotel, and your 
money invested in the booklet, which 
comment would you prefer to hear a 
man make to his wife: ‘ Mary, this 
is a most attractive booklet,” or ‘““ Mary, 
this seems a capital hotel for a 
holiday ” ? 

The vehicle should be appropriate and 
in good taste, whether it be a booklet or 
a building, or a speech or a press adver- 
tisement; but it should never over- 
shadow the idea it is intended to carry 
or the service it is to perform: 


a 
Sweat of 


Achievement 


ay it not be that Don Marquis hit 
M on the truth when he wrote: 
“Most of the maxims concerning art 
were produced by men who could not 
produce the art. And the artist never 
quite knows how he does it . he 
sweats it out.” 


Why Cut 
Time’s Corners ? 


- ow can we stop the world long 

H enough to enjoy it?” is a 
question I have been pondering of late 
as I watch men hurrying headlong 
through life. 


Last evening I found a partial answer. 
I was re-reading one of Ernest Poole’s 
books, and at the top of a page I came 
upon this conversation between the hero 
of the story and a great engineer : 


‘You know, I’ve found,” the great 
engineer was saying, “ the only way to 
live in this age and get any pleasure out 


by 
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of life is always to take more time than 
you need for every job you tackle, I’m 
taking at least seven years on this job. 
I might possibly do it as well in five, 
but I’d miss half the fun of it all, I’d be 
glaring at separate parts of it, each one 
as it came along, and I'd never have 
time to see it full-size and let it carry me 
around the world.”’ 


Now, isn't that simple and practical ? 
Why should we all insist on se sharply 
cutting the corners of time as we plan 
our work? 


> 


Mulish 


he longer I work with business men 
T tthe more I insist on being as sure- 
footed as a mule in my plans and recom- 
mendations and as stubborn as a mule 
about sticking them out as planned, once 
they are under way. 


o 
The Highest Form 
of Salesmanship 


Ta spirit of conducting business for 
mutual benefit to all concerned was 
raised to a new level, I thought, when 
a great department store sent out a card 
to its shareholders to be presented at 
its store, reading : 


* To the General Manager: This will 
introduce to you Mr. ......... , a share- 
holder of the Company, who has been 
invited to inspect our store. Will you 
please delegate a member of your staff 
to escort the bearer of this invitation to 
the interesting places in our building, 
some of which are indicated on the 
following page. We wish our share- 
holders to receive such information as 
will interest them.” 


On the next page of this engraved 


invitation were listed the main points 
of interest, including a visit to any 
particular department in which the 
shareholder might be specially 
interested. When a company exploits 
the goodwill of the capital it employs 
in such a statesmanlike manner, sales 
manship reaches its highest form. 


> 
Competitors 


as Assets . 


as it ever occurred to you thai 

your competitors may actually be 
valuable assets? Consider all the hotels 
in a given city, by way of practical 
application. The more luxurious hotels 
have their clientele, which they serve 
with profit because they can select from 
all those making up the travelling 
public just the few with means to buy 
their luxury. And they can select this 
profitable group only because there ary 
other and less expensive hostelries 
which automatically serve the next lower 
strata. And so it goes, strata by strata, 
down to the humblest lodging-house. 

And so it goes all the way up, too. 
for if a middle-class hotel were obliged 
to cater to the whims of just a few of 
the very spoiled luxury lovers, it would 
take the profit off of their moderate 
charges. 

This applies as well to retail shops 
and service enterprises of many kinds. 
Broadly speaking, all businesses just 
above or just below ours, while they may 
compete with us, are actually assets in 
the sense that they make it possible for 
us to focus on that trade which we can 
most profitably serve. 


o 
How Old 
are You? 


f you want to know how old you really 
are, you have but to study your own 


mental reaction to this interrogative 
exclamation which I came upon in 
a newspaper recently: “ When has 


experience ever climbed to the heights 
which inexperiettce has dared to 
climb ? ” 

~ 


Confidence comes from having done a 
thing before, but courage springs from 
the heart. 





3 eas = which management, 


not worth while bothering 
out—until the 


) Hane clon of oa 
“enough consideration to 


a Racine’ "staf aie a 
piterest. in- their, work, Yet 

large 
costs seannét be 
without touching 
every or. in 


onic h 
Pixs 


essness’ cine on. It is the 
er’s first job to find these leaks 
top. them. Wage reductions or 
should be the last, not the 
more economical working. 


pecific examples show 


properly tackling | 


roblem. There is no 
of wage cuts or staff reduction ; 
the co-operation of the staff is 
Willing: co-operation on the 

staff is, indeed, the very first 
should be. “taken in these 
tte is. the. staff who are 

4 sin: - stationery, 


| you ‘to a man. 
: oe 

g ‘distributing fits selling 
™ electrical apparatus for fac- 
went into the actual costs of 
its product; ‘that is to say, the 
a ount ito cost them, after a salesman 
ade the necessary contact with a 
: buyer, to send the apparatus 
otor-van to his works, erect it, 
l rating: it; and then remove it, 
even when a sale ensued, the 
chine used for demonstration was not 
‘Same as that finally installed for the 


an 


monomran AE ENEN ‘did 
# an. as average orders being 
_ week. | ale cost of the 


she were far too high: 


outside 


pat. 


bills come in 


be reduced? 
Wherever possible, outside demonstra- 
tions were done away with. Prospects 
were brought to a demonstration at the 
firm’s showrooms -rather than the 
demonstration being taken to 
prospects. 
quicker, 


tageous to send a ‘private 


him. : 
42, and often only a 
shillings. It was quicker because the 
apparatus was immediately ready 
demonstration, no time was 
fitting it upon the prospect’s premises. 


It was more advantageous because a full » : 
of models was on view in the | 
showroom if the prospect cared to See s 


range 


types other than the one in which he 
was originally interested, 


A month’s trial of this method showed 
that it was in every way better than 
the old. The percentage of sales per 
demonstration increased, so that, to- 


too often, 


a aial cost. 


THREE A firm 


“plan OE a five-day week 


The method was revised. 


me enorme all 

It was found to be cheaper, preys 
and lied more advan- 

saloon car if 
from head office or. any of the provincial as 
showrooms to fetch a seriously interested 
prospect than to take the apparatus to ti 
It was cheaper, costing at the 
few y 


West End office at 
In reckoning its cos 
saved, the firm had -the addition 
revenue from the sub-let. premises. ; 


+ 


manufacturing 
polishes . tried out. th 
working expenses. Before putting — he 
idea into force, however, the 


ment had each day’s output and ; P xi 


mate expenses charted, 
separately, for four week 
were ee in menora 


e charts. revealed 


morning showing - up 
pensive working pe 


for e 
wasted fy 


the at not ae had the old output of wor 
to be made. up by Friday night, but tha 


l if sce it must be increased. 


together with the enormously ee 


costs, it put an entirely differe 
complexion on the profits of the firm. 


+ 
TWO No less than £500 a year 
-in rent alone, with, probably, 
an additional £100 in lighting and 
heating, was ‘saved by a firm of 
publishers through a simple but 
intelligent removal of offices. 

This firm has been established in the 
West End for 40 years. It was 
essential that they retain an office there. 
But since its foundation the West End 
office had expanded from one room to 
two whole floors, It had sampling, 
circularising and stock departments as 
well as a general office. 


Five miles away, in a suburb, the 
company had a fine printing works. A 
roomy, fairly modern buildin ing. Now, 
none of the firm’s directors thought of 
this idea; the suggestion came from the 
firm’s auditor, who was one day talking 
“costs” with the managing director. 


“Why not,” said the 


and: 
the general. offi 


plenty of room- 


Within two.. we k “one and. a h: 


a F 


| auditor, x 
ae tighten up things. a bit here—you’ve: 
-move everything 
an ice from the West 
i a Eed; and arrange there ? ” i 


trial the P w 
with the a 


o. a month's 


was no nececable valli off ¿on days 
near the end of the week, and S 
running costs were eliminated. 9 
These latter; which included. light, 
heat, starting up and running 
machinery, firing boilers, etc., amounted 
to something like £6 a week, Apa 
from better output and better health of 
the staff, here was a direct cash saving 
in a small works, of over 300 a year. 


In addition to this cash. saving the 
better health of the staff enabled 
absentee losses to be checked. In a 
12 months’ working period, before the” 
five-day week system was introduced, - 


the firm’s records showed a loss of time i 


equal to over 4,000 working hours. a 
T he. Shorlengd | week syste n hae A 


“absentesiittt fiat |: 
coworking hours. 


Hing | of money 
oe ako and pn Productive wage 
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.. Their Costs 


view to indirectly reducing costs by 
improving morale was to change the 
operators’ work. In all but the technical 
departments, work was of a monotonous 
routine character. A chart showing the 
complete cycle of routine operations was 
got out, and at a meeting the staff was 
asked if it would like to take weekly 
shifts at different jobs. They voted in 
favour of it. 


At first the wage basis was the same, 
then a bonus system was started and a 
‘spirit of competition was developed by 
the workers themselves. Again costs 
dropped through a better general morale 
and even increased output. 


> 


FOUR 4 City wholesale house with 
many departments and hand- 

ling all classes of goods instituted an 

‘internal economy ” campaign. 


Co-operation of the staff was sought 
at a mass meeting of all departments, 
when the managing director pointed out 
the various ways in which waste could 
be reduced. He dwelt especially upon 
the ‘little things’’ which no one 
worried about very much, such as pub- 
licity matter, stationery, and light, but 
the waste or improper use of which 
made a heavy total each year. He 
pointed out that the firm had nine 
hundred salesmen ,selling its products; 
every product had its own publicity 
literature, so that a salesman who made 
six calls a day was likely to distribute 
fifty folders or leaflets a day. Thus, by 
carelessly broadcasting literature sales- 
men alone were using nearly 50,000 
folders a day, or at the rate of over 
14 millions a year. 


The managing director showed the, 


high cost of this literature compared 
with the small result obtained by 
its indiscriminate distribution. He 
showed what it cost to produce each 
folder. Instructions were given that 
salesmen were not to part with literature 
except where it would really assist the 
closing of a sale. 


If each salesman watched this point 
the distribution of literature could be 
cut by 60 or 70 per cent, and thousands 
of pounds saved annually. 


The same rule applied, it was shown, 
to every other department. If each 
member would take the cost of the 
stationery he handled and multiply it 
by the number of people in the firm, 
over 2,000, he would arrive at some- 
thing like the total amount it cost the 
firm per day and per year. A simple 
sum showed that if each employee 
wasted only the equivalent of one 
envelope a day it cost the firm nearly a 
million envelopes a year. But as the 
percentage of waste was higher than 
that, the total became a serious figure. 
Each member was urged to reduce this 
waste by being more careful with what- 
ever he handled and so help to bring 


about an immediate saving of costs. 


For one week, unknown to the staff, 
the general manager had the contents 
of all waste-paper baskets examined. 
The results were astonishing. Expensive 
letter headings, after having one or two 
notes or a telephone number scribbled 
on them were screwed up and thrown 
away. Typists who had made a slight 
error ignored the eraser and threw the 
paper away, taking a fresh sheet. 
Carbon paper, only half used, was dis- 
carded. Internal forms, used as scrap, 
were found by the hundred. When the 
duplicating machine had been used 
needless dozens of sheets and envelopes 
were run off as “‘ trials’? and wasted. 
Some of these glaring examples of 
waste were rescued and exhibited at the 
meeting. 


The managing director concluded by 
pointing out that the economies the firm 
desired to make could easily be covered 
by a real reduction of the waste, and 
that if this was done loyally by the staff 
no question of wage reductions or 
dismissals need be considered. 


; hd 


= Another City firm found a 
FIVE simple method of cutting 
printing costs by some hundreds of 
pounds a year. 


Investigation showed that inter- 
departmental stationery cost well over 
£1,000 a year, yet it was not easy to 
scrap any of the various forms, memos 
or instruction cards without consider- 
ably increasing the work of those who 
used them. 


It was suggested that as each depart- 
ment was well acquainted with the forms 
it passed to other departments, plain 
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paper might be used. This idea was 
tested for a week between two small 
departments and was abandoned at once 
as sO many mistakes were made, 


The stationery buyer ran over his 
costs and found he was already buying 
in the cheapest market; not “more than 
a pound or two could be saved in that 
direction. There seemed very little 
waste, so that it looked almost 
impossible to make any saving. 


It was a junior clerk who found the 
solution. He suggested that inter- 
department stationery could quite well 
be printed by rubber stamps, even to 
stock cards and transfer notes. A rubber 
stamp, even a large one, cost only a 
few shillings, and it was 4 simple mattér 
for a junior in each department to keep 
his stock complete by filling in odd 
moments stamping more forms. 


Within three all 
departmental stationery was being 
" printed ™ in this way. After the 
initial outlay in rubber stamps and pads, 
this overhead cost was reduced to the 
price of paper only and an occasional 
bottle of stamping ink. 


This firm also made a considerable 
saving in postages. It had ten branch 
offices in various parts of the country 
and to ease the evening dispatch of mail 
a mid-day posting of all possible letters 
had been introduced, 


By this plan many separate letters 
were posted to the same branches day 
after day. To overcome this waste a 
distribution rack, with ten pigeon-holes, 
was erected in the mailing department, 
and each pigeon-hole labelled with the 
name of a branch. Throughout the day 
all branch mail was sorted into the 
appropriate racks. In the evening mail 
for each branch was sent together in one 
envelope. It took no longer to insert 
a dozen than one memo into an 
envelope, and they all went for the same 


months inter- 
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It is Management's job to cut costs, but the cost cutter’s first 
duty is remember that wage cuts and staff reductions should 


come last. 


In every business there are a dozen other ways 


of effectively reducing expenses 





Definite Recovers in Places 
g/m ctober is the key month of the 
Orie: season, What is happening 
Nw this-autumn? © A more enigmatic 
-situation surely never occurred. — In 
October there was a large decrease in 
_ pinemployment, 111,000... The number 
of unemployed is now less than to per 
cent. above. last year. 

- Better business was proved by the 
provincial bank clearings, which rose 
“11.2 per cent. in September, and they 
were still. rising. in October. Then 
‘retail sales showed their lowest decrease 

at 3.6 per cent.) since April. When the 

all in prices is allowed for, actual sales 


in other indices are puzzling. Is 
sonal revival normal or below it? 
of electrical power was 3 


. on last year. Use of coal 


cd WE point ; but that was to. 


The consumption of iron 
down; that of rubber fell 
cotton consumption rose. 
seasonal rise in employ- 
ining, iron and steel and 

facturing is checkmated by 
fall in-hotel, transport and 
ion industries. Also, a heavy 
fineering activity weighs down 


for 
NOVEMBER 


Low Material Imports Significant 


n the other hand, most raw 

material prices in terms of gold 
have been sliding for eight weeks. Much 
of the rise of July and August has been 
wiped out. This is possibly the worst 
feature in the current situation, 


The trade figures for September are 
equally enigmatic. Imports of raw 
materials were nearly as low as in July, 


Why Sterling will Fluctuate __ 
hich recalls the fall in sterling. 
Why did it occur? Not as the 
result of any deep laid scheme, but o 
nerves. In the foreign press our. series 
of small hunger-marchers loomed: up 
like vast armies marching on the City. 
of London. The wonder is-that sterling. 


did not fall further. So long as labour | 


disturbances continue; so long. will ~ 
foreign speculators be subject. to. panic. 
Therefore further fluctuation in sterling 
is on the cards this winter. We must 
simply do our best to cope with each — 
foreign 
trouble subsides. 


On balance, just what is happening tc 
our older industries? How are they 
faring under the tariff? These question 
can be fairly answered from the case: 
coal. In the first nine months of th 
year, while our exports fell by 6 pe 


dislocation immediately. the. oe 


the worst month of the year. An 
ominous sign, : 


the adverse. balance on our 
trade continues to narrow. by over 30 per cent. 
Exports are down by only 43,000,000 
on last year, while imports have fallen 
by £ 14,000,000. 
provement of £, 10,400,000. 
of decrease 
balance will eventually be wiped out, Canada 
with a corresponding increase in our 
financial strength. 


continues, our 


cent., Germany’s fell by 23 per ce 
29 per cent., those o 


Polan $ 


ie United States 
We lost business 


all over Southern and Western Europe 
The Free State took 300, 
This means an im- On the other hand, Denmark, 
If this rate Norway and Finlay sh 
adverse additional 1,000,000 to °3,300,0¢ 
bought a record © total! 
1,100,000 tons, and South America tool 
slightly more, Incidentally the industry 


o tons les 


THE SITUATION THIS MONTH | 


LONDON : Little improvement 
in any way on last month. The 
promise of better things is still 
there, but neither financial nor 
trade ‘figures really bear out 
the promise. Preparations for 
Christmas are hardly as much 
in evidence as usual at this 
time of the year. 


EASTERN AND SOUTH- 
EASTERN DISTRICT: 
Light engineering is still the 
only bright spot in this area. 
Agriculture remains depressed 
with seemingly few immediate 
prospects. 


MIDLAND DISTRICT : Motor- 
cars, hosiery, and boots and 
shoes show the most active 
markets in this area, so there 
is little change to be recorded. 
The heavy industries are still 
gloomy and the fooked-for 
revival still seems a long way 
off. Manufacturers are work- 
ing on the barest of margins, 


ture is stronger than it has 
been for some time, The 
leather industry, too, is holding: 

its own. LE, 


can be said about this area, — 


Present trade and. future. pros: 
pects are no better. 


shows no improvement, 


NORTHERN DISTRICT: In 


this district, too, little change“ 
is seen. 


labour trouble, and the industry. 
is a long way from reaching a. 


profit-making. basis. Iron and 
steel are no better, but neither 
are. they. any worse, and < —— 


improvement is still looked for. 
before very long. 


NORTH-EASTERN _ 
‘DISTRICT: Depression stiff 


rampant and many labour 


difficulties, The whole of in.: ; oe 


dustry continues 


and snatch orders where they. x. 


ean at low prices. = 


WEST AND SOUTH-WEST 


troubles a 
rible drag u 





: Coal is 
still depressed and shipping 


Cotton has suffered o 
another setback through more 9 


see in miniature the n 
em of our entire industry. Will ~ 


Empire, Scandinavia and South 

rica more than make up for the 
osses due to higher European tariffs, 
quotas,- embargoes, and exchange 
restrictions? g 


-What Ottawa will doi in-this direction 
no man can tel,- Canada spent 
76,240,000 last year on the 79 items 
which are to go into the Dominion free. 
n the 132 items on which duties will 
-reduced she spent 11,780,000. 
ready ' we sell her Æ; 1,600,000 worth of 
Soods on the list going in free, so that 
0 ssibi ities -here seem to be distinctly 
on and steel industries are 

ly assisted, but practically 

done f for Lancashire or textiles 


s us an _ increased 


t£ 515,000,000 i in 1930-31. lada 
i ES 10 per cent. ad raer 


The as 
_ advantages, 


e of it, “here seem to be 

pi tunities here. to more than make 
for the shrinkage in the closely cut 
opean market. But we must fight 
to get this business. America can 
apid a: in © Pona, 


should Give Fillip to Steel Trade 


ve indirect gains from Ottawa are 
more obvious, Sweden, Norway 
enmark are about to bargain with 
Argentine is on the eve of new 
gotiations. Astonishingly enough, the 
suropean steel interests are now willing 
» allow British steel manufacturers 
ertain quotas for finished goods in 
port markets. in exchange for a quota 
f semi-finished steel in the British 
market. Hitherto the European inter- 
ests had demanded a free market here 
based on recent ‘imports. (Steel imports 
have dropped enormously.)  * 


-Young Industries Booming 


Nur younger industries, however, 
4 continue to break all European 
ords. Motor-car output was up by no 

n 45 per cent. on ai a in 


„tade i reviving alter he 
d wireless is booming. 
these encouraging factors 


spat the, effects of ‘the bene 


Be ae ‘will e set 


reporting better ig aa Stocks of | 
past-imported steel and iron are bane: : 


depleted. 


Only Britain Shows Progress 

"aking a broader view, our national 
Tinduna production is rising: we 
are the only major country in the world 
which is showing any rise. 
duction the second quarter of 1932 is 
3 per cent. higher than the same quarter 
a year ago. Germany’s production is 
down by 17 points, France’s production 
is down by 28 points, Belgium’s 
by 12 points, U.S.A.’s by 24 points. 
So states the Bank of England’s 
Statistical. Summary—and these are 
most encouraging figures. 


Future Too Looks Good 


fter showing various small signs of 
dy» lesen for eight weeks, the 
United States struck a bad patch again 


at the end of October. Still, the rever- | 
sion is-small compared with the previous | 


improvements. 


On the other hand, the passing of the 
Presidential Election, whereas it is a 


good feature in that this one definite 


political uncertainty has been removed, 
will not have a stabilising or lifting 
effect on American business sentiments 
for some months to come. The Demo- 
cratic Party is, in principle, a Liberal 
and even a Radical party. Conservative 
business has never at any time received 
favours from the Party nor looked upon 
it with a degree of confidence. There- 
fore, until the policies which the new 
Administration is going to pursue are 
definitely laid down there will -still exist 
a certain amount of uncertainty, and 
this will naturally tend to prevent any 
marked acceleration in trade improve- 
ment. 


in Europe, Germany is registering a 
definite small reduction in unemploy- 
ment. France faces a coming budget 
deficit of £:100,000,000, of which some 
£ 33,000,000 has not yet been dealt 
with; unemployment is rising: foreign 
exports are halved; and the Riviera is 
facing a second disastrous season. 
Scandinavia feels the slump with 
increasing severity. An improvement in 
the Swedish timber trade is the one 
consolation. From South America, 
particularly from the Argentine, reports 
are more encouraging. 


On balance our fallen exchange, 


Our pro- 


COST OF LIVING = Flabos 


“ai 


coupled with tariffs and the. Ottawa | 


agreements, seems to give us a factor of | 


other great industrial natio 


‘ade and, credit 
ad ¢ 


pe 


ahaa A SIA Sica EEA 





GROUP LIFE 


Why We Use 


BUSINESS for NOVEMBER, 1932. 


INSURANCE 


by CAPT. JOHN P. BLACK, Director and General Manager 
The Standard Motor Company, Ltd. 


ur view of Group Life Insurance, 
O):»riiea on the basis of the excel- 

lent plans which are available 
to-day, is that it is a definite asset to 
business. 


e Apart altogether from humane or 
philanthropic considerations, to a certain 
degree to which every large manufacturer 
must necessarily give his attention, this 
type of insurance introduces factors 
which directly operate in the reduction of 
overhead costs. 


In April of this year we inaugurated 
a group life plan on a co-operative, 
contributory basis. 


For a very low weekly contribution on 
their part, members of the plan receive 
a number of important benefits. Each 
is insured for approximately one 
year’s earnings, the schedule being as 
follows :— 


Life 
Insurance, | Em- 
including | ployee's 
Total and | Weekly 
Permanent | Contri- 
Disability | bution. 
Benefit. 


£100 
£200 
£400 
£600 


Annual Earnings 


3d. 
6d. 
1/- 
1/6 
2/- 
2/6 


156 and under 
Over £156 up to £250 
* Nese up to £450 
k 450 up to £650 
£650 up to £950| £800 
„£950 £1,000 


Even though the scheme has been 
running only since April, our Company 
is so pleased with the manner in which 
the plan has been reccived by the staff 
that it is hoped that before long the 
plan may be extended. Already every 
Director and Departmental Head has 
joined the plan. 


An important provision in the scheme 
is that of protecting members against 
total and permanent disability. In the 
event of any member becoming totally 
and permanently disabled before reach- 
ing the age of 60 the insurance would 
be paid directly to the member in 
monthly instalments, with interest, as 
shown in the following table :— 


No. of- 
Monthly 
Instalments 
Payable. 


Amount 

of cach 

Monthly 
Instalment. 


s. d. 


Amount of 
Insurance. 





Bs, 


40 
60 


60 
60 
60 
60 


= = 


— = 
bt OIG N 
_ 
O OTDA NON 


3 . 
Group life statistics reveal a remark- 

able fact. One claim in every six under 

group life insurance policies is for total 

and permanent disability, while only a 

very small fraction of disability claims 
= 


“We regard Group Life Insurance 
of Employees as a cost-cutting 
factor for the company and an 
incentive to better work on the part 
of the staff. We secure absolution 
from the financial responsibility of 
compassionate grants, etc., and less 
absenteeism. Employees get all 
the benefits which come from a 
vastly increased peace of mind and 
financial security. We consider 
that these benefits are worth far 
more than the cost of scheme.” 


results from accidents ; the great majority 
of them being due to some vicissitude of 
life which the average person never 
expects to encounter. In view of the 


Installment 


fact, however, that such disability is 
generally accompanied by severe de- 
mands on personal finances, it is clear 
that the disability feature is a most 
important one. 


One of the other most important 
things about group life insurance of this 
kind is that it is issued without medical 
examination. All eligible employees 
may join without regard to age or state 
of health. This is an important 
privilege, because many people are un- 
able to secure life insurance protection 
for their dependents because of some, 
perhaps, unsuspected physical defect. 
Not only so, the absence of medical 
examinations makes it far easier and 
quicker for a company to adopt such # 
scheme, it does (Continued on page 34) 


Selling ... 


SP ne BE DP te AP ae 


Helps Business in 2 Ways 
by E. J. STANNARD 


oo many manufacturers, mail order 
firms, and retailers consider the 


instalment method of payment 
only in connection with goods that they 
have to sell. It can be applied in 
another way as well—to the goods they 
have to buy. The instalment plan can 
thus help many businesses in both ways. 


So far as selling is concerned, there is 
no doubt that the instalment system of 
payment widens the possible market and 
increases turnover. It will pay every 
manufacturer to study his market and 
distribution and to find out whether any 
of his lines can be sold on the instalment 
principle either by him directly to the 
user or to the ultimate buyer through 
the retailer. Too many manufacturers 
leave the whole question to the retailer. 


But isn’t it significant that in three 
or four of the most prosperous industries 


of to-day it is the manufacturer who 
organises, operates and carries the whole 
instalment plan? In the motor-car 
industry, in wireless, in furniture, it is 
usually the manufacturers who, in one 
way or another, arrange for their dealers 
to sell their goods on the instalment 
basis. It is the manufacturers who lay 
out the plan, who educate the dealers 
to it, and very often arrange the finance 
either through their own funds or 
through finance houses. A great deal 
of the prosperity of these industries is 
due to the fact that they have developed 
the instalment selling medium. Are 
there not other industries that could do 
the same to the profit of both the 
manufacturer and the dealer? If wire- 
less and furniture can be sold in this 
way, why not trunks and building 
equipment and china—and a hundred 
and one other lines? (Cont. on page 34) 
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ADVERTISING 


‘‘ Business to-day cannot live without Advertising. This has been said many 
thousands of times, but to repeat it now is as necessary as ever. There has always 
been Advertising, its extent only was circumscribed by the means available. 


To-day, those who do not advertise—live, work, and die unknown. 


they ever existed. 


Few knew 


Anything that is worth the imagination of the artist; the 


brains and work of the artificer, is worth the effort of telling the world about it. 
That is Advertising ; that is Marketing; that is Selling. When a manufacturer 


expounds to me the merits of his product, my invariable comment is: 


don’t you tell EVERYBODY what you are telling me?’ ” 


These Plans Will 
INCREASE NEXT SEASON'S SALES 


ough last year was one of our most 
successful trading years, we are, at 
this moment, forming our plans to 
reach an even higher quota in the 
coming year. Put into as few words as 
possible, our basic plans to produce more 
sales are :— 


1. Entirely new 
publicity matter 


‘2. More complete control of sales- 
men’s activities 


designs for all 


3. Budgetary estimate, higher than 
that of last year, of dealer’s turnover in 
all lines 


4. Detailed analysis, by means of 
punched card system, of each dealer's 
turnover in each line of our products 


5. Through the punched card record, 
a closer follow-up of every dealer’s 
progress to help him achieve the new 
budget quota 


6. More helpful dealer-aids 


Of our proposed new advertising 
designs and plans I cannot make any 
mention, as, naturally, we are not yet 
ready to make these known, 


How Dealer Follow-up System Will 
be Strengthened 


Our method of selling is through 
dealers, by selective distribution. That 
is, we appoint as our distributors only 
those dealers whose class of trade, 
business standing and methods we 
approve. For this selection we rely on 
our salesmen who, being actual residents 
in their various territories, can secure 
the knowledge necessary to guide them 
in their selection. 


We have always kept a careful record, 
for follow-up purposes, of dealers’ turn- 
over in our products, but one of our 


Explained to 
T. F. MARSTON 
by the Managing Director of a 
nationally known Organisation 


latest developments in this direction is 
to instal the punched card system for 
these records. This enables us to have 
each dealer’s account so closely analysed 
that we know exactly his turnover for 
each individual line. 


This permits the most detailed follow- 
up. We can see at a glance on which 
lines dealers are weak and we can at 
once apply a remedy, through an area 
salesman. This system, too, works the 
other way. If we find from the records 
that a dealer is doing specially good 


The Most Important 
of these Successful 
Plans— 
is the complete analysis by the 
punched card system of every 
dealer’s turnover in each 
separate line. This gives the 
Sales Department a visible 
control of every item and 
enables them to give assistance 
instantly at any point which 
may show signs of falling away 


from quota i 


‘ Why 


business in any particular line we send 
the salesman tactfully to find out why 
and how. If it is discovered that the 
dealer has any little plan or wrinkle of 
his own which makes this success then 
we record that plan and broadcast i 
as a special * dealer-aid " among ow 
other distributors. 


In the coming 
intensify ™ the follow -Up from this 
punched card system. Also, we ari 
preparing to extend the system to oui 
costing, wages and stock control depart- 
ments so that we shall be able to have, 
at a glance, similar detailed 
here, 


season we shall 


inalyses 


Budget Quota Will Help Both Dealers 
and Salesmen 


For next year we are compiling a 
budgetary quota for our dealers to 
reach. We are not fixing this in any 
despotic manner. The basis of 
working is last year’s turnover figures 
for each line. We are co-operating with 
the dealers, asking them quite frankly 
which lines they can reasonably expect 
to increase, then, after fixing th 
estimated figures we ourselves shall keep 
the records and offer the dealers evers 
help to achieve the figures 


our 


One of our most successful dealer-aids 
is the series of letters we write for them 
for circularising their own customers. Wi 
not only frame and produce these letters 
but we print the dealer's letter 
headings on which the are 
written. In this we do not the 
plan of making the name of 
dominate the heading, with 
name occupying a cempurativels 
space. We do just the opposite. 
aim is that the 

o . 


own 
letters 
fallow 
our pr duet 
the de iler’s 
small 
Our 
pgs 39 


(Continued on 













he greater: convenience offered to users by 
the improved wide-mouth jar was the main 
selling point in a new advertising campaign 

hich is incre: ing the sales of this product 


MORE SEFUL PACKAGE 

i years a food product firm 
¿meat essence in small jars, 
sof which were just too narrow 
-a spoon. The handle of the 
mè other instrument had to 
‘Recently, the manufacturers 
the glass jars, making all 
r so that spoons could be 
is improvement provided 
ng point. for a new 
ig) This, new came 
J “user-convenience: oot 
oe increased 
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eee The lending éhocolate manufacturers 
have consistently provided examples of 
Brae enterprising marketing. They corn- 
tinuously “ tickle” the customer’s 
. fancy with novelty in the product itself 
and in the package. One of the latest 
ane examples, mixed chocolates in bar form, 
< has again. stimulated sales for a product 
which for years was obtainable in one 
<form. only, the ordinary mixed choco- 
- dates, With thousands of products 
constant improvement or modification of 
the goods. themselves is impossible, but 
=o there is nearly always a new angle of 
ce presentation which can be thought out. 
OTE is a sure. sales-builder. 


CUSTOMERS ASK 
| | THE BRAND 















wing just three ie 
sizes. pf the produt.: a 
i when they buy from. n the 


ask for ©“ metal polish without any 
reference to a particular brand; the 
retailer then provides the brand on 
which he sees most profit or which 
comes most easily to hand. Seeing the 
actual article displayed in front of them 
has made it easier for customers to ask 
for the branded metal polish by name. 


lip 


THIS CATALOGUE TAKES 
YOU ROUND THE WORKS 


An ingenious catalogue with the pages 
cut out so that as they are turned one 
by one they show the step-by-step 
building up of an electric-light bulb is 
creating a great deal of interest for one 
of the leading electric lamp manufac. 
turers. The graphic display tells a far 
stronger story than could any number 
of text columns. The reader is shown 
clearly, but without undue emphasis, 
that there is, after all, a sound reason 
for buying a quality lamp. 


> 


EVEN THE PRICE 
TICKET MATTERS 


A manufacturer of toilet goods 
endeavoured to help his dealers get 
uniform displays by providing free, 
attractively designed small price tickets 
for goods in window displays. The 
firm’s advertising studio drew up these 
price tickets, designing them in shape 
and colour to harmonise with the 
packages themselves. In actual practice, 
however, they proved to be of no help 
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be posted to the laundry from the holiday 4 
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‘the paragraph at the was. a cate eg and a "reply 1 post card, 


3 yo foot. of. the left hand arii on this. page 






whatever either to the dealer or to sales. | 
Investigation showed that the tickets | 
harmonised so closely with the packages’ — 

themselves as to be almost invisible to 
the casual observer. New tickets of 
sharply contrasting shape and colour 
assisted the dealers and made a much 
better ‘“ show " in the windows, > 
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LAUNDRY OVERCOMES — 
HOLIDAY SLUMP 7 


Most laundries suffer a simp dur: 
the holiday season when local residents 
are away. One laundry overcame this: 
by instructing its delivery men to. 
ascertain the dates when the variou 
regular customers would be away.” 
special letter was then posted to eact 
customer suggesting that apparel should: 



































resort and explaining that it 
be returned, post free, within a ce 
number of days. prin 

tie-on label » was” : 
letter. 75 per cent, of ¢ st 
the idea. To 
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THIS USEFUL SERVICE 
SELLS CHINA i 


Those who rent furnished seaside. 
houses for the holidays have often. 
experienced difficulty in replacing 
broken crockery. Usually a wild search © 
for the local chinaware shop is made 
just before leaving. But visitors to ao |. 
South Coast resort are relieved of this 0 oo 
bother by the ingenuity of a china shop 
in. the town, Every week the proprietor 
obtains from house agents a list of 
houses which have just been let. To. 
every house he sends, together with a ee 
brief explanatory letter, a complete 9 
catalogue of his stock. His increased =. 
sales have far exceeded the small trouble — 
and expense involved in the scheme. 








Allen ape 


THIS IS PROVING AN 
« A 1” DEALER-AID ~ 

An “ At” prospect list for mailing 
has been built up by a simple idea. 
employed by a manufacturer of 
“thi ‘ft , 










stand. ales a ‘this shoe polish increased wher tins 

ue Pa hadi displayed on this new retail stand. + 
Here operated the same selling. argument _ 
ag that outlined in 





“he - letter read: 


MARKETING - SELLING - ADVERTISING 
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department has worked for many months 
to make this new as nearly perfect 
as possible. What we should like to 
know, however, is whether all our users 





find that it exactly meets with their 
- requirements. 


We should regard it as 
a special favour if you would record 
your opinion of it, your criticism or 
your suggestions on the enclosed post 
card.” The replies are invariably from 
the keenest users, who are the most 
valuable potential customers whom the 
manufacturer can, by mail, persuade to 
call on the dealer for other goods. 


=- 


BETTER BOTTLE 
BETTER PROFITS 


For over twenty years a well-known 
firm distributed salad oil in long-necked 
bottles of cheap glass. The only place 
in which retailers could stock these 
bottles was on inconspicuous shelves 
high up at the back of the shop, or 
under the counter. The manufacturer 
was persuaded to change to squat 
bottles of an attractive, modern design 
and better quality, and to use a new, 
artistic label. Due to their vastly 
improved appearance as *‘quality ” 
goods, retailers are now glad to give 
these containers special counter and 
window displays. Sales have gone up 
by over 15 per cent. and the manufac- 
turer saves a big percentage by reason 
of the smaller, and therefore cheaper, 
boxes needed for bulk packing. 
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FREE HOLIDAY TRIPS 
GET NEW CUSTOMERS 


' Department stores are often hard 
pressed for a new idea to induce 
custom. One store has struck an original 
note by allocating a three months 
during which all customers are entitled 
to a voucher for every half-crown spent 
in the store. Specified numbers of 
vouchers entitle the holders to free 
holiday tours of various lengths. These 
range from a half-day trip to a seaside 
resort to a full seven days’ tour. Nearly 
everyone is fond of travelling and the 
idea proved very effective last year. 
The store will run the same idea, 
starting in February, 1933, so that 
successful candidates can collect their 
vouchers ready for the trips which begin 
in May and continue until the end of 
August. 


FREE GIFTS ALSO 
PROVE SUCCESSFUL 


Another, though not such an original 


idea, is used by a Paris store. 
Shoppers purchasing advertised goods 
at bargain prices, receive a small tag 
which records the date and the value of 
the goods bought. At the end of the 
month the shop announces that every 
customer who has bought goods on a 
given day during the month can claim, 
free of charge, articles to the value of 
the original purchase. It is reported 
that, the scheme has been warmly 
accepted by Paris shoppers. 


>< 


SELLS OVERCOATS 
THEN THE LININGS 


A light raincoat manufacturer has an 
effective way of selling winter-time 
fleece linings for his coats. To every 
coat sold without a lining is attached a 
tab. The retail dealer, when he sells a 
coat, detaches the tab and under some 
pretext obtains the purchaser’s name 
and address, which he fills in on the tab. 
These tabs are all kept and at regular 
intervals—once a quarter—the raincoat 
purchasers are followed up with a 
special letter and a well-illustrated list 
of the detachable linings. A customer 
can thus be approached again at least 
four times a year even though he does 
not enter the shop. The manufacturer 
provides all his dealers with the 


19 
s 
necessary follow-up letters and illus- 
trated lists. Apart from linings sold Yn 
the shops a very profitable extra 


business has been built up in this way. 
COOL CUSTOMERS WERE 
BEST CUSTOMERS 


During this year's 
gramophone dealer in 


heat waves 3 
a large town 


. dressed his window partly with his own 


stock and partly with a 
borrowed from a local agent. The 
refrigerator was shown open and 
packed with glasses of cold drinks. A 
large card invited all who came in to 
buy records to have one of these cooling 
drinks, free. In the small, sound-proof 
cabinets where records are tried over 
such a luxury was welcomed in hot 
weather. We are told that this shop 
practically “ cornered '* the gramophone 
record sales of the town 


refrigerator 


+- 


THE HAIRDRESSERS 
DID IT TOO 


Every summer for several years past 
a London hairdresser has provided a 
similar much-appreciated free service for 
all customers who sit through the four- 
hours’ ordeal of a permanent wave. So 


successful did his first summer of this 
service prove that ever since he has also 
provided, free, a cup of tea or coffee 
during the other months of the year for 
all permanent-wave customers. 





A well known store created much interest by including a Dog Show as an item in its special 


Shopping week. 


This manufacturer of dog foods tied up well with the idea, using this 


attractive display built up on a large stage in the entertainments hall belonging to the*store 
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Make Friends 


With Your Shaky Customers 


xcept as a last resort debt 
Fe £otiection can rarely be direct. 

The creditor always has to bear 
in mind, when collecting an overdue 
account, that he must not risk offend- 
ing a customer with whom he hopes 
to do further business in the future. 
He cannot bang upon the desk and 
say: “ Look here, you've had the 
goods, now give me the money you 
promised in exchange,” although in 
theory he is quite entitled to do so. 
Ethically, the creditor has just as 
much right to indulge in straight 
speaking if his account is not settled 
to time as the customer has whose 


order is not completed to schedule. 


But in practice only the trader who 
has a monopoly can afford to obtain 
his money by direct and forceful 
methods. 


The problem of overdue and bad 
debts is one which few firms seem 
capable of tackling in any but a 
primitive manner. Bad debts were 
recently given as the reason why a 
well-known publie company recorded 
a loss last year. Some of these debts 
were, as the directors remarked, 
inevitable, but many of them might 
have been prevented if proper steps 
had been taken in time. 

When steps are taken, however, 
rarely are they the right ones. The 
majority of businesses, large and 
small, rely upon a short series of 
letters, and if these are not effective 
the account passes to the solicitor. 
Out of twenty-three otherwise well- 
organised concerns, I discovered that 
eighteen had no other method of debt 
collecting than this. “It is our 
biggest problem at the present time,” 
the principal of one of them told me. 
Of course it Is. 


This Type of Personal Letter 
has Proved Successful 


I asked him to show me the type of 
letter he sent out. He did so, and 
I attempted to point out, as discreetly 
as possible, how stiff and ungainly 
in tone they were and how far more 
likely they were to put the recipient’s 
back up than to induce him to fetch 
out his cheque book. 


Not all debt collecting letters are 


of this type, some are so carefully, 


worded that they could not possibly 
cause resentment, while a few, a very 
few, are real werks of art. Most of 
the big furnishers, who do much of 


theig business on the instalment 
2 a 


By CECIL BUCKMASTER 


ere: 


“Collections are our biggest prob- 
lem,” said one business man. “Of 
course they are,” replied Mr. Buck- 
master when he saw what collection 
methods were being used. The 
author’s object in this article is to 
help you by indicating some of 
those carefully thought out plans 
which have proved effective, not 
only as account-collectors, but also 
as media for retaining the forget- 
ful customer's goodwill. 


system, have devised short series of 
letters which, In nine cases out of 
ten, have the desired effect. They 
are written with sympathy and under- 
standing, and they convey a sincere 
impression of friendliness. 


One well-known house uses this 


type of letter : 
Dear Mr 

You must forgive our writing to 
you on a matter which is essentially 
your own concern, but we believe 
that we might be of some service 
to you. As you have not yet remit- 
ted your cheque for i 
settlement of your 
statement, we feel sure you must 
have good reason. The relation- 
ship between us has always been 
of the most cordial nature and we 
trust that you will not fail to get 
into touch with us immediately, as 
we can probably be of assistance 
to you. 

You have always been one of 
our most valued customers and we 
should not be worthy of the trust 
you have placed in us in the past if 
we could not hold out a helping 
hand in time of trouble. 

Yours very sincerely, 
The effect of such a letter upon the 
recipient can be imagined. If he is 


in a position to settle the account (a 
copy of which is not enclosed with 


the letter) he will probably do so at 
once, in any case he will give it 
preferential treatment as soon as 
money is available. He will remem- 
ber the firm which writes him such a 
letter instead of a brusque request 
for payment “ by return of post,” 
and, as the manager of the firm in 
question pointed out, he will consider 
it a matter of honour not to fall 
behind with future payments. H 
is proud of being “ one of our most 
valued customers.” 


There are Difficulties in offering 
Discounts as Inducements 


There are, of course, many othe“ 
methods of debt collection, apart 
from sending letters requesting 
payment. Discount for prompt 
settlement has long been popular and 
is still in use, especially in the 
provinces. But this system has ‘ts 
drawbacks. In many cases the dis- 
count is deducted whether the account 
is settled before or after the stipulated 
period, and with many customers 
who take their time about paying, 
but are quite safe, it is difficult to 
point out that they are not entitled to 
the discount. Especially is this se 
with large householders and country 
families who pay (Continued on page 48) 


You will be interested in these other 
articles on Marketing and Distribution. 
They appeared in recent issues, as follows :-— 


“A Selling Plan which Doubled Turn- 
over.” October. 


“How to use Xmas most 
Effectively.” October. 


“Is your Product in Step with Market 
Changes.” September. 


“How we made Records in a Crowded 
Market.” September. 


The following Marketing Servicesand Media 
are described in this issue's Advertising 
pages :— 

Advertising Agents. Cover iii. 


Duplicating and Facsimile Machines. 
Pages 37, 41, 44. 


Page 47. 

Pages 46, 47, 48. 
Page 28. 

Page 47. 

Pages 27, 39. 
Page 46. 

Pages 22, 40. 
Pages 36, 47. 
Page 43. 

Page 28. 

Page 4. 

Pages 22, 40, 45. 


Father 


Maps. 

Printers. 

Studio. 

Engravers, 

Business Courses. 
Photography. 

Poster Stamps, Labels. 
Advertising Novelties. 
Advertising Services. 
Folding Machines. 
Calendars. 

Packing Supplies. 





More and enna erat o 
“tories are being sapped a with | 
: Steel Furni iture. mae 


ee aug every "requirement, and Seas 


D ‘includes Filing Cabinets, ‘Cupboa 


Lockers, Desks, Fixed and Adjustabi gee 


Shelving, Storage Bins, etc. Designs can 


Send now tot illustrated be modified to suit individual requirements 


Caralogue B giving complete 
specifications and prices to gs 


MILNERS’ SAFE COMPANY L? 


12-13, NEWGATE STREET, LONDON, ECA 
Telephone : CITY 1195- 4196, 


And at Liverpool, Manchester, Leeds, Birmingham, Glasgow, Dublin 





Yo 3 NEOPHONE” ”» o 
PRIVATE TELEPHONE ‘SYSTEMS | 


EFFICIENT 


RELIABLE 
ECONOMICAL, 


FOR SALE OUTRIGHT or on 
RENTAL or DEFERRED 


PAYMENT TERMS 


t 1e oster S tamp 


| in Advertising 


: Poster Stamps “get in” every time. Affixed to 


- your letters they instantly attract attention. Their 
ooo vadvertising value is immediate and unfailing. 


- ASK YOUR PRINTER 
~ ABOUT THEM.-Try out 
a Poster Stamp Campaign 
| and specify 
| SAMUEL JONES’ 
NONCURLING 


GUMMED PAPER 


It’s the paper that makes 
the difference “ > 


> SAMUEL JONES & co, LTD. | 
- BRIDEWELL PLACE, LONDON, ECA k 


Stop 
Ficundering © 


Instal Visible Equipment in place of obsolete books and cards arid 7 > oo 


reap the following benefits :-— : 
I. SALES DEPARTMENT. Coloured indicators will show visibly 


month of last order and call—facts vital to any sales controller, —— : 


2. Accounts DEPARTMENT. Quicker sales and bought ledger < 
postings. Statements in less time, coloured signals to show overdue 


accounts, and how long they have been outstanding: 


3. Works Orrick. Better stock-keeping methods, Posting done 


in half the time. Items for re-ordering indicated visibly. 


Follow-up of overdue “on order” items automatically. Ao” 


permanent reminder of slow-moving items. 


These are buts few of the reasons why you should inves« 
tigate British made “Bizada "Visible Equipment, Write 
now stating your problera-n0. obligation—obviously. 


| CARTER-DARI ATI Lte 


; | (Original and lar, gest British Manuf 













































E small edana 
“in large quantities there has 
al difficulty in. meeting its 
| of de liveries. to its sales 

ra ches and dealers. Although the line 
products had been well standardised 
€ osie remained a good many 

s. It was, of course, necessary 
les. depots, to keep this variety 
t a. a good dea! of 





eae to” are ae 

s in turn required fhe 

sry to follow clos sely the necessary 

lenishing of the stock by running 

Vere through the assembly 

he same time, and also 
tly to other styles, 


ack of parts was kept between the 
assembly rooms and the departments 
ich produced the separate parts. This 
was maintained so that the parts 
xe made in fairly large quantities 
nd the assembly departments could 
raw small quantities from the stock 
each day. This theory was good, but in 
“practice there were so many shortages 
ak parts that the assembly was con- 
-tinually shifting from one type on which 
there was a shortage of parts to another 
‘for which there were parts in stock. 
For this reason the weekly schedules of 
deliveries were never kept, each week 
having to make up for shortages of 
previous weeks. The departments 
which produced the parts were working 
hard and were actually delivering to 
the parts stock more than was being 
drawn out. by the assembly rooms, but 
the supply of parts not needed was 
increasing because no accurate informa- 
tion was being sent to the producing 
departments as to quantities needed, and 
when. o 


Plan Which at Once Made 

















his period, 


when deliveries — 
fis oem of the =  Whies 


Though this firm manufactured small 
appliances in mass production, many 


sales were lost through deliveries. 
Some component parts 


being late. 
were overstocked and some were 
continuously short of production 
requirements. 
periodically idle, some were constantly 
harassed by heavy demands to make 
up shortages. Progress did not 
balance. This article describes a 
simple planning department which 
balanced production, increased 


output by 15 per cent, improved 
the quality of work and released 
capital locked up in surplus stock 





was selected to be trained, and the first 
step was taken in the final assembly 
room by writing out a daily order for 
work for the following day. All of the 
girls in this room were listed on this 
sheet, and opposite each name were 
written the types and quantites each girl 
was to assemble the following day. This 
information was secured from the fore- 
woman and it was written down by the 
planning clerk as they stood in the 
middle of the floor of this assembly 

room. In some cases it was not possible 
to assign a full day’s work to a girl, 
and therefore a few lines. were left 
vacant -to bos filled in when the informa- 





Some machinists were 





plete the assemblies listed, Sne 
to have these parts gels 

tables in the sequence 
would be needec 
advance the |: 
which. wO 





















sets 


The following dav 
there were some fur 
parts which had. not tł 
ome was s known irl 












earnings WOH id bet 


day. 


This planning was & 
and did ‘not look very f 
even on the ea "day 
results had been obtained, 
one day was planned As a 4 
girls were able to work longer 
changing, and they did nor: 
by going to the stock. room io: 
parts they needed, ince | 

Het a boy Honved. 
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was written Gut On a GBE i 
the parts before they met 


It should not be suppose th at Ue. 
was @ primitive factars s ton way 
organisation, On the contrary, @ had 
been well lad out for mas š produc Says 
of two types, but the marke: h ad forced 
an increase of styles, and the 
ment had not learned the wan auco 
substituting a different Kind of P aaa 
when mass onra E 





; o ‘ther fore & “the. 


‘ ‘department. 


| fhe. ee clerk te 
aster Route Cards (figure 2) 


which we listed the operations in 
heir proper sequences, and we secured 
an agreement between the forewoman 
_and the superintendent that this sequence 
‘of operations would not be changed 
ithout the approval of the latter. For 
each assembly operation the card showed 
; parts required, the machine or table 
“where the work should be done, the tools 
or fixtures needed, and the time recuired 
under. normal conditions. With ihis 
information it. was easy to plan on the 
yout Chart the movement frem cne 
achine or table to. another in corder to 
0 oe the work. within the shortest 


ane “workplaces, F or 
operation was both lengthy 
and the girls working at it 


o Keep: the following 


revious one, Additional 
; nee out from the 


in opie to 
s wherever possible. 


improve the 
This was 
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Brahin. hackers ¢ si ACS : 
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fry, 
Ayla on 


“This planning of the “movement of 


materials from purchase order to 
finished product reduced investment 
in raw materials and stocks. The 
amount of money released was so 
great that it provided a surplus 
of working capital. The company 
no longer needed bank credits ” 


the interest and support of the foremen 
were maintained. 


The first immediate result of this 
method of working was that the fore- 
man was relieved of all his writing duties 
and so cowld give his whole time to 
supervising his people and the actual 
manufacturing. 


ASSEMBLY 


for now 


“the 


the purchase of raw materials, 


2. Amarkedi improvement in quality 
girls were able to 
regularly and: with no sudden tetas 
tions, 


Similar lanos methods were then 
extended’ to the various departments 
which prepared the parts, and t 
pletion of parts was scheduled: to 
assembly... programmes, | 
planning was carried clear through , 
which 
resulted in fewer delays due to shortages. 


This accurate planning of the move- 
ment of materials from the mom 


finished - 

reduced re Br 
materials, e" {in “process, ofi 
parts and assemblies in- ‘process: 
below any figure which had been. 
sidered possible in the past. The a 

of money released in this way was s 
large that it provided a surplus of wo 
ing capital, and the Company no: 
needed to arrange for bank credits 
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Se Figures dhore Lines indicate Order Aos. 


Above: Fig. 1. This Gantt Chart shows state 
of work at close of the day, 9th of March 
(indicated by V). Light lines show. provision: 
for the 10th and 11th and what has beer 
accomplished to date, James is just. up . 
date, having finished all work assigned to her 
Fisher has not begun the order 18,000 OM1 


‘due to rush order 6,000 ZNA, which had t 


be taken care of. Smith gained 2 hours on her 


; work of the 7th and 8thand was 6 hours ahead. 


on Order 10,000 AD2. She will start with the: 
rash order as part of her regular work on th 
40th, when Fisher has finished the preceding 


: operations. 


Brown is 2 hours behind due t 





PRODUCTION METHODS and EQUIPMENT. 





How to KEEP your STAFF HEALTHY 


27 o o and Efficient 


ighting, heating and ventilating, as 
È group, probably have the most 
direct abearing on the employees’ 
efficiency and output, whether in 
offices or works, by influencing the ease 


with which he can do his work, 
and also by influencing his health. 
Special articles covering the subject 
of lighting frequently appear in 
BUSINESS. Important points ex- 
plaining its bearing upon office and 
factory efficiency were given in the 
article, * How Lighting can Reduce 


your Overhead Costs,” published in the 
September issue. 


How to Maintain that Work-Efficiency 
Temperature—65° F. 


First, remember that whether for 
office or works or shop, the healthiest 
temperature and the one which in- 
duces the most efficient work, is 
an even 65 degrees F. Above and 
and 


below this point human efficiency 
output tend to fall off. 















Above : 


Right : 





One of the most hygienic and economical lavatory 
fitments now being installed by progressive firms throughout the 
country, is the wash fountain. 


This firm is one of the best organised selling concerns in 
the country. The morning break, when every member of the staff 
has milk or fruit,-is one the factors which make for this efficiency. 


There are three possible classes of 
heating business buildings: central 
heating in one form or other; heating 
on the spot, room by room; and a com- 


Last month the author indicated 
how first-aid and medical services 
could cut costs, how proper 
seating increased output, and 
how distracting noise could be 
overcome. 


This month he 
reveals other factors of staff 
welfare which also reduce over- 
heads and at the same time 
induce better work. 


EE 


bination of the two—central heating 
plus auxiliary heating. 

All modern buildings to-day have 
central heating of some sort. It may 


be a modern oil-fired boiler or the usual 
steam or hot water pipe system or a hot 
air furnace. When planning for a new 
building the dividing up of the floor 
space into depart- 
ments and small 
rooms should be 
given the most 
careful considera- 
tion, so that every 
separate room, no 
matter how small 
or how spacious, 
shall have its pro- 
portionate heating 
equipment. In 


By A. C. GRENNELL 


comparatively old buildings, erected 
before the use of central heating 
and especially in small offices and 
shops, where the old-fashioned open 


coal fire is the only heat provided, the 
question of installing central heating is 
worth consideration, 


It is not always true that the installa- 
tion of a new central heating plant in 


an existing building requires alterations 


which make it too costly. F when 
the cost of the open fire, added to the 
resultant working inefficiency, are cal- 


culated over a period of 20 or 40 years 


the installation of a central heating 
system may be a good capital invest- 
ment. But when this is don close 
study should be made of the various 
kinds of central heating in order to find 
the one best adapted to the existing 
building. ' 

Electrical and Gas Appliances for 


Supplementing Other Heating Systems 


But there are heating methods for an 


existing building which do not require 
the installation of a complet: central 
heating plant. Gas radiators are con- 
venient for large rooms. This form cf 
heating gives something very near to the 
central heating effect, because the heat 
does not come directly from the gas fire, 
but from the hot water radiator over 


the gas fire. llation is 


Such an in: 
convenient in 


especially open 
offices, stores and factor GAS 
ion AT a i p Uia bà ina ne ts x 
radiators can be put into small o large 
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HI S paying 
ed cash. register cl 
the foremen act 


n be maintained. 







we o the fore as the consumption of 
lectricity increases and the cost of 
-current decreases. 





a which can be applied in many forms. 


| Semetimes old and renovated factory 
oe and office. buildings may have a central 
heating system that is only partially 
E successful and not quite up to bringing 






















of the building ‘ and there are certain Vic to include the executive staff. A 


ndustries where the temperature of 65 
t grees is not warranted, In. tkis case 
ilary heating should be provided for 
icularly cold corners and rooms. The 

è is here a most convenient 
sed appliance, It can be 
ff as required, wiring 








to room. 
an be adapted to the require- 
of the room it is to heat. The 
‘radiator can readily be adapted 
give. the modern ‘ panel heating ” 
ect: ig, it can be fitted out of sight 
d flush into any position mm con- 
nient walls. In some types of offices 
n- many showrooms this is an 
onsideration. 2 



















t sdustry, factories 
es. further and further away 
ig towns. and populous eentres, 
“created the problem of works 





triets, the canteen. is ollen a 
antage because the employees 
ficult to get quick service and 
low price: in. the surrounding 
nts. .The canteen, therefare, has 
an important factor in maintain- 
ig the health of staffs by providing 
sod and nourishing food at a low price, 
with, the opportunity. to eat it leisurely 
andi in a social atmosphere. 










ne -Many employers think that a eanteen 
prin. giving a complete restaurant service 
<o stannot be self-supporting and mast fall 

= o cas am added expense on to the firm. 

- —  Butthatisa mistake. Canteens-can be 

a run, not only to cover all costs, but often 
eS to make. a small profit. 










A Phe canteen of a time-switch manufac- 
at New Malden serves ro hot 
s every day—and makes a profit. 
by. careful management. 
ff sit down to their lunch 
ember is given a menu 










h be wing or ‘coo st therefore 
irs anythin not o d up 
} “sand ‘iches, pi 











‘heating à is coming more and 


This isa convenient, yi 
- clean and very flexible form of heating 


he stove can be carried 
-dts size and heat 


| T an aleei a e at is 


ford, with 300 - employ ees, Full 
restaurant service is given. At first the 
costs were not quite covered; then the 
sale of sweets, cakes, fruit, cigarettes, 
ete., was added, “and the profit on these 


covered the canteen costs and showed a. 


small profit. In this*case no cash ‘is 
taken. Every Monday. members get a 
book of coupons at the works manager’s 
office in return for signing a card 
authorising the cost to be deducted from 
their week’s wages. 


‘Many “firms extend this canteen ser- 


slightly higher charge covers all extra 
costs for separate rooms, better equip- 
ment, ete. 


Lunch systems on the caféteria prin- 
ciple are being increasingly installed. A 
biscuit manufacturer at “Cricklewood 
serves 800 people in one hour. No 
money is taken at the counter. Metal 
checks are bought from an issuing 
machine at the entrance. This saves 
time. Special coloured checks are 
issued at half-price to juniors earning 
less than 20s. a week. 


Even though a canteen can be run 
without loss, manv firms are not so 
housed or equipped to do it. A small 
leather manufacturer provides an 
attractive room where thestaff caneatthe 
lunches which they themselves bring. A 
very small electrical equipment is suffi- 
cient to provide hot drinks: tea, coffee, 
ete., which are sold at a price to cover 
costs. 
taker. In the afternoons the room is 
used for conferences, and in the evenings 
is sometimes let out for local technical 
lectures, meetings, etc. Thus a small 
yearly profit is made. 


I cannot give any hard-and-fast ruling 
as to how a concern can start a canteen. 
Every manufacturer has his particular 


problem. Any of the firms specialising 


in canteen equipment are willing to give 
advice, from the fitting of small heaters 
to make tea for a small staff to the in- 
Stallation of complete outfits, caféteria, 


. or otherwise, to give complete restaurant 
© Service to a big staff. As a guide, how. 


ever, the following are average charges 
made by a profit-making canteen 
equipped with complete kitchen and one 
full-time cock and assistant :— 


Various roast meats, 
Boiled ham, 

Steak and ‘kidney pie, 
Hot Pot, 

Steak, 


Potatoes : 
Cabbage, 
Butter beans, 
Scarlet runners, 
Marrow, 


Boiled Puddings, : 
Fruit tarts at 


boiled,*baked, 


| 
| 
| 


Tea or Coffee. 





e stage of developme: ent, 


cand c ost-reduction 


‘club can t 


This is operated by the care- the profit gained by the yea ae: 


found in previous issues :— 
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“There | is 
reason for using the latest labour-sa 
machinery ino ca 
teens than in. any other department. 
a works. Here is the opportunity to. 
use dish-washing machines that save a 
high percentage of work and. g arantee 
hygienic conditions. They | s 
secured in various sizes and ‘capacity. 2 
Then there are the latest dev elopments. 
in mechanical food cutters and slicers x 
mixers, peelers and grinders 0000 | 







































Recreation also Helps in Many Ways 
| to Cut Costs | 


To provide facilities. whereby em 
ployees can. get the greatest amoun 

enjoyment. and health from it # 
hours is definitely a means for producin; 
more and better output during: workin: 
hours, and makes for esprit de corps. ain 
loyalty to the firm.. For this. reasen 
firms are willing to give financial anc 
other assistance in the formation o 
sports clubs and for the furtherance o 
schemes organised by sports, secretaries 








Many firms manufac arh 
requisites offer preferential terms to 
wishing to purchase what they want 
bulk, contracts can be arranged, and 
even the services of professional coaches. 
can be engaged if necessary. | 





It is impossible to indi icate al 
branches of recreation 
up, for tt st 
on the leanings of the employe ees, 





through sponsoring properiy-run clubs 
there is no doubt. Example has only 

be drawn from such eminently pros 
firms as our great chocolate, 3 
catering and steel concerns, as well pe 
the great banks and insurance offices, 
all of which have the sports side. of their 
organisations (Continued on page 40 


` These are other Informative Articles on 
Production Methods and Equipment to be 


“12 Plans which Raised Output 48%, 
Cut Costs and Opened a New Market" _ 
October, 

“How to keep your Staff Healthy and 
Efficient.” oo < October, o 
How Lighting can Reduce your Costs.” 
September. : 

Examine, also, these Aids to more Profitable is 7 


Production ; they are given in this issues 
Advertisement pages : : 


Time and Recording Services, of 
Pages. 33, 38. 

















WY sawanother man’s 
-7 < footprints on the sand, 
è faced the plain fact that he 
was not alone on the island. 
‘The logic was unassailable. 
- Yet many persons nowadays 
ignore the plainest footprints 
and their clearest meanings, 
_ The footprints:of two classes 
of men are all around us every 
y of our fives. : 


n ‘of men now prosperous, 
rho used the leisure o: mie 


lify for ‘well-paid | Careers, 


who in consequence | 


ucceeded i in their business life. 
ndly 


there ¢ are the foot- $ 


he meaning of the a E ts 
flife or fail to learn the lessons 
they can teach you. 


_ Face the facts. Realise th 


you are young it is neces- 


y- that you should qualify 
or success. Let the footprints 


of successful men encourage 


you to seek success for yourself, 
steaufastiy refusing to follow 
the. footprints of those who, 
jacking ambition and wanting 
in effort, have lost success. 
To-day the. Metropolitan 


oe College, St. Albans, offers to 


the ambitious a clear lead to 
a successful career. The College 


, - Will forward to you FREE, on 
=o request, a copy of its “ Guide 


to Careers in Secretaryship, 
Accountancy, Law, and 
Commerce,” a carefully com- 


; piled 136-page volume which. 


ETT 


uide. 32pp Free Send 


ws 


maps 
© ui ft 
clearly 
and un- 
mistak - 
ably the 
path to 
progress 
This invaivnable book will 
show you clearly the vital steps 
you must take to achieve 
success in business or profes- 


| sional life. 


SPECIALISED POSTAL TRAINING, 
TAKEN AT HOME, IN SPARE TIME, 
for all Accountancy, Secretarial, Bank- 
i g. Legal, Ensurance and Civil Service 
Examinations; for Professional 
Prel minary Examinations; London 
Matriculation, BCom, and LL.B. 
Lond.) Degrees, ete. A so 

Many Practical (non-exam.) Courses 
in Accountancy, Secretarial and Corm- 
mercial subjects. Salesmanship, Foreign 
Languages, English, Public Speaking, 
ete. 


To many thousands of young 
men now prospering in Profes- 
sional and Business callings, the 
receipt of this Guide was like 
the raising of the curtain on 
the stage of life. It guided 


their steps to a prosperity and 


progress which, but for its in- 
spiration, they might never 
have attempted. 

Within the pages of this informative 
Book is an interesting description af 
the unique, modern, tutorial organisa- 
tion which has been evolved by the 
Metropolitan College during the last 
twenty years. Further the “ Guide" 
explains in detail how, through the 
medium of the College Specialised 
Postal Courses, you, in your own time 
and in the quiet and comfort of your 
owu home, can fit yourself for a pros- 
perons future. 

Grasp NOW this splendid opportun- 
ity wch Knocks at your door. Send 
at once for your FREE copy of the 
“Guide to Careers.” 

Fill in and post at once the appended 
Coupon and you will have taken your 
first step towards that goal of prosper- 


ity and success which awaits those who 


have within them the sterling mettle 
and splendid determination to work 
for their own advancement. 


COUPON—POST NOW! 


Please send me a copy of the College 136-page 


aU IDs 


TO CARE ERS in Secretaryship, 


Accountancy, ete.’ to keep, without charge or 


obligation. 


NAME 


ne eee: Suisse eects! 


Business, 
Now. 1932... 


Post coupon to Metropolitan College, ‘Dep pt. GO, 
| St. Albans, or CALL, at. the College pity Branch, 
ae 40-42, Queen y viona Stri A 


OLD WAY 


RINGS FOR SECRETARY 


WAITS FOR SECRETARY © 


Every interruption, ‘every 
delay in the disparch of yow 
mail means TIME OUTE 


RE-READS MAIL BEFORE employing a a 


DICTATING The old way of 


dictation slowe: 


DICTATES 
mAT SECRET ARY'S SPEED 


SECRETARY WAITS 
[DURING INTERRUPTIONS 


SECRETARY TYPES 


| secte 
TYPES FROM 
. YOE 


THOS. A. EDISON, LTD. Victoria House, 
Vernon Place, Southampton Row, London, WC 
(Telephone : Hol. 9988); alse af Cromford House, 
Market Street, Manchester ; and at 245, Corporation 
Street, Birmingham. Distributors in all leading: 
cities. 





‘Systems 
- SPEEDOFORM. Ask us to prove to you that 


we can save you {1.6.8 


_ FANFOLD on every 1,000 sets of 


“ Multiple ” forms com- 
Rlbted i in your office. 


| _ TRANSKRIT- 


| To achieve such savings it is not ħecessary 


|| to invest in expensive equipment. No 
|| new equipment is required, for example, 
|| for Transkrit—the fastest system of typing 


(or writing) Multiple forms—Invoices— 
Works Orders — Travellers’ Orders — 
ceipts, etc., etc. 


J rite for further particular enclosing. specimen 
e @ your present form to 


T This way! 


Fold your invoices, _ statements, price lists and - 


promotion matter—in your. own office-—quickly, — 
efficiently and at negligible cost—with the British- 
made “ Cundal! ” office folding machine. aa 
This machine makes both one and two parallel folds o 
——will take any sheet from Bank to thin card, and eS 
produces up to 10,000 folds per hour ! - 
The “ Cundall ” quickly saves its remarkably small R 
cost, and can be successfully operated by any stall oe 
junior, iE 
Write for detailed particulars, or try it in your own o 
premises at our expense. - ne Ene ES 


25-26, Shoe Lane, E.C.4 


Tele. Central 8166 Tele. ‘Luton 269 j 


Business is good for the firm who uses Priestley 
Displays. Attract the public to your goods by Better 
Displays—the cheapest form of good advertising. 


DISPLAY 
National Advertisers use our service. 


EXHIBITION STANDS 


You will see and admire our work at most big Exhibitions. : co 


PAINTED PUBLICITY 
We have a large and highly-skilled staff of: artists and : 
craftsmen, ; ee 


SELECTASINE 


Multiple Displays, Signs, ete, at ¢ short notice and low prices - — 


PRIESTLEY STU DIOS, LTD. — 


-DISPLAY ARTISTS 


Commercial Road, GLOUCESTER 


Telephone! 2350, 


|| London Office: 42 NEWGAN E ST.,E. c. 


= THephone: Central 9604. 





We are acknowledged leaders in the country. | Many oe 








ere’s an immense amount of 
pleasure to be got out of business— 


whether it’s good or bad, and even 
more pleasure if you can make your 
business your hobby. P 


Eleven years ago | bought a business 
which was down but which I knew 
possessed potentialities. For the first 
fortnight or so I had plenty of time to 
work out overheads to the last decimal 
point per hour while waiting for the 
telephone bell to ring with those 
expected orders. It didn’t ring and 
realised that I'd got to make it ring, and 
the only way to do that was to go out 
and sell. 


To the general public the motor 
distributor’s business is barely a business 
at all. According to common belief he 
gets a nice-looking showroom, a few 
comfortable chairs, an odd "Varsity man 
or sọ on commission only, and some cars 
on sale or return from a trusting and 
kindly manufacturer. 


Nothing of the kind. Money has to 
be found for the showroom and furni- 
ture, the dandy young gentleman is a 
fiction, and the cars have got to be paid 
for before they leave the works. That 
being so, there was nothing for it but to 
get round and make business. I've 
managed to build up a very successful 
business on the lesson I learned when 
out selling. It’s a matter of looking 
pleasantly at unpleasant facts, of 
getting to know the people with whom 
you are doing business and with whom 
you expect to do business, and of using 
what personality you've got to lay the 
foundation of a lasting goodwill. 


The motor trade is highly specialised, 


growth. Many of his ideas are unique. 


brought about very profitable results, and they could 


touches almost every part of the country. 


office—has been wholly 


To Run The Office 
EFFICIENTLY 


Is a Hobby of Mine 


Here is a business which, from literally nothing, has 


been built in a very few years to an enterprise which 


The 


author’s idea of how to run the nerve centre—the 


responsible for this rapid 
They have 


quite easily 


be applied with equal advantages to many other types of businesses 


by G. J. ALLDAY, 
Weybridge Automobiles, Ltd. 


Managing Director, 


its ramifications are wider than is 
generally understood, and it is a business 
in which personality and personal 
attention count for a great deal, so much 
so that I make sure that my salesmen 
do nothing else but sell. All I look for 
in the way of clerical work is their 
reports and, of course, the attention to 
telephone calls or other matters which 
are between them and prospective 
customers. We have a very effective 
after sales service, but once an order is 
signed and on my desk the salesman is 
clear of that transaction and is free to 


devote his time to getting more 
business. His personality and his 
personal attention are not therefore 


diverted from his actual job of selling 
motor-cars. 


It is to be admitted that this cultiva- 
tion and maintenance of the personal 
quality is a strain on the head of a 
business, but it is so vitally important 
that I put into operation any sound plan 
or device which will enable me to keep 
free of routine, so that customers, 
whether retail or trade, can have my 
undivided attention, 


For example, a telephone call brings 
an instruction from a customer which 
has to be transmitted to the works and 
possibly to one or other of the depart- 
ments of the business. Immediately 





F.1.M., M.inst.B.€. 


afterwards something similar happens 
and so on all day long. Tt is incon 
venient, in fact, impossible, to call in a 
shorthand-typist each time to take down 
an instruction, nor have | time to ring 
for a member of the staff and wait while 
he comes to my office. 


A dictating machine enables me to 
deal most promptly wit 
instructions or letters | may have to 


h all those notes 


dictate, while a loud-speaker telephone 
enables me to converse with any member 
of the staff without cither of us having 
to leave our chair or without interfering 
with a party conversation. These two 
appliances are (Continued on page 36) 


A small ching, a sand- 


glass, not foundon 
many executive desks, 
yet Mr. Allday uses it 
times 


many daily. tt 


saves him pounds in 
the course of a year by 
enabling the duration 
of "telephone trunk 


i calis to be contgpiled. 
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DO YOU POOL. YOUR TYPING OR 


t 





How Our CENTRAL TYPING 


Department Saves Expense 
By T. R. BURROWS 


urs is a medium-sized business 
Ora up of many small, 

separate departments. We 
have twenty-eight executives or 
department heads, each of whom has 
a fair amount of typing to do, and 
needs the services of a typist at one 
time or another. 


For this work we have only seven 
independent typists attached to 
particular departments and execu- 
tives, and five typists in our central 
typing department—twelve typists in 
_ all—whereas if we nad no central 
department we should need at least 
twenty-eight typists—and probably 
more on occasions. 


We assign typists only to those 
higher executives who have a con- 
siderable amount of secretarial and 
special record work. Even then, no 
department has more than one typist 
of its own and often leans on the 
central department for extras. in 
emergencies. 

The secret of a central typing 


department lies in the tact and 
organising ability of its head, and in 


having the most expert shorthand- 
typists 

Give an executive a rapid and 
accurate shorthand writer and he is 
quite content even though she is not 
his alone; she will do her work twice 
as fast as an “ ordinary '' typist; he 
doesn’t have the worry of * keeping 
her busy ’’ all day long; if he has 
rush work to do—the central typing 
will do it. Knowing, too, that his 
department is charged only for the 
hours of work used, he naturally 
endeavours to keep his typing 
expenses down. 

The central typing supervisor can 
do much in the way of getting 
executives to use her typists at the 
same ours each day, assigning the 
same typist to the same executive as 
often as possible, thus keeping 
schedules of work ahead and planning 
for busy and slack periods of the 
month and year, ete. 

Central typists mav not have 
“departmental loyalty ’’; but isn’t 
this often a good thing, for nothing 
is more damaging to business team- 


+ 


work than this always-too-present 
idea of departmental water-tightness? 
L will back a good central typing 
manager to get more and a fairer 
output from typists than could an 
executive busy in other directions, in 
and out of his office. 


To my mind there is no wastage 
in an office so great as that arising 
from a typist to every department and 
executive. It is quite outside human 
probabilities that every one executive 
should have precisely the same 
amount of typing work to do each 
day, and the hours wasted day by 
day in this fashion are inestimable, 
Finally, I have never found any way 
of dealing with rush jobs and extra 
work that always arises here and 
there in departments, except through 
a separate central typing department 
where work can be “ evened out ” 
over a number of operators and 
where a competent supervisor can 
always maintain complete control 
and so keep up the general speed of 
output in a way not possible by any 
other method. 


aS] 


Central typing department, or 
individual department typists? Some 
executives advocate one, some another. 
Here are the experiences of two office 
managers, who have tried both, and 
have different choices. But the— 


Duplicate Ledger Saves Error-Hunting 


ere is an account of a simple 

system which enormously reduces 

the time usually spent in checking 
ledgers and searching for errors. It 
was written by a chartered accountant 
and published recently by the Financial 
Times. 


“ Some auditing in Berlin has given 
me an idea which should be of great 
value to business houses in England. 
Here it is the custom to make entries 
into a ledger and then to check the 
entries over if the books do not balance. 
This hunting for errors may take 
several weeks and everything has to 
wait for it. Afterwards the accounts 
are prepared, the auditors are called 
in and everything is checked again, 


“ In Beflin I found that the hunting 
for errors was entirely done away with 
by the use of duplicate ledgers which 
were kept in an abbreviated form by 
a different staffeand written up in 
pencil. At the end of each month ledger 


balances were extracted by cach of the’ 
ad . 


two departments, and these * were 
separately brought to the manager. 

“ By comparing the one with the 
other he was at once able to see what 
mistakes had been made and to find out 
how aecurately his book-keepers were 
working. By this method fraudulent 


alterations of the ledgers were rendered 
well-nigh impossible: collusion between 





two departments would have "been 
necessary, and an occasional changing 
of the staff of the pencilled ledgers put 
even that out of the question. 

“In any large business in England 
with professional auditors there is a vast 
amount of customary checking over 
which should be cut down. It piles up 
the cost of doing business and handi- 
caps us in competition with an efficient 
and painstaking race like the Prussians, 
whose office hours are 8 a.m, to 8 p.m. 
six days a week, 


‘* For the purpose of keeping down 
fraud I would rather be shown these 
independent monthly trial balances and 
then check over a tenth of the entries 
as a test of their accuracy than be pre- 
sented with a head book-keeper’s agreed 
books and then check over every one of 
them. The latter could far more easily 
have been ingeniously faked. The 
introduction of this German system 
might very reasonably be accompanied 
by an agreed cut in the amount of the 
audit fee." 










routine typing. ane of our 
mpany has always been allocated 
otoa central typing office. During 
recent. investigations, however, to reduce 
office costs to a minimum without losing 
ything in the way of efficiency, we 
ound that the central typing idea was 
not the most economical. 


We checked all the work which each 
department was sending into the typing 
room, and then calculated the number of 
is would be needed if each 
m handled its own typing 
“Investigation proved that we 

ould: save time. and monev by dividing 














TE was he ease 
it: could handle large rush 
om single departments. Evened- 
ver an entire typing department this 
was: very anes dealt uy When 











lealt with o he same bie in the 
ping department. In collaboration with 
department head we chose from the 
| who. had handled the particular 



















ruling seems to be: if individual 
departments are big enough to have a 
gr up of typists, let them have it. If 
arge enough for, perhaps, one 
rr two, then a central department. 


ee nan unfortunate morning recently 
Ores filing cabinet and every desk 
ae was literally ransacked. A most 
ee important letter, one relating to a 
_ contract that the sales department had 
spent months in securing, could not be 
found. We could not pin down respon- 
sibility for the loss of this letter. We 
knew. it had been filed by someone and 
- that.someone else had probably borrowed 
it from, the files. 


E This upset caused us then and there 
o lay down a hard and fast plan to 
overn — alt filing. Incidentally, the 
Hissing letter was finally discovered 
y in a pile of ‘trade papers 
ma window-sill, As- we ae 
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DIVIDING The TY 


















By FRANK E. STONE 


department’s work the one who had done 
the work best and who got on well. with 
the others. We then told this girl in 
detail the work to be done, asked her to 
estimate the number of girls needed to 
handle this work, and compared her 
estimate with ours. Then we talked over 
with her our choice of the other girls 
that were to come into this department, 
we called them in also, and asked them 
if they could handle the work. Thus 
each office department—accountancy, 


„sales, publicity and service—had assigned 


to them a small group of typists who 
assumed the responsibility for getting 
the department’s work done. 


With all the groups allocated ana all 
the work accounted for, we found we 
had four typists left over. Two of these, 
who had had book-keeping experience, 
were drafted into the accounts depart- 
ment with the idea that they ould be 
called upon by any of the typing groups 
in an emergency. 















What were the favourable results of 
this grouping? 


A greater personal interest in their 


work, departmental loyalty, greater 
output. 
Under the central typing department 


the work had been assigned out merely 


some in the general office and some in 
the various departments. 

We instructed our office manager to 
have a section of one of the offices 
cleared and partitioned off. Into this 
separate department we moved all the 
cabinets. The door was to be kept 
shut and the only approach anyone 
could have to it was a sliding window 
with a ledge three feet wide. 

We next engaged an experienced filing 
clerk at a salary of 42s. Her duty was 











girls, 


, o moo of definit i 


as a job to be done. The wor k went 
along. smoothly day by dav, but chee 
was little feeling of personal respon- 
sibility. Rach. typist Krew (hat eh 
would not ‘be given. another daly ue 
had finished the one she was werleir 
and that, if she did not can 
in the absolute minimus of 
fresh work would be passed t 






















Under the present sche 
mental typisis realise w 
ment chiefs are trying to ¢ 
that they are working 
When the worl piles ug 
there is ahead, and th 


alone are responsible for 
to time, 
Undoubtedly, the daily outpe 


individual typist has iner 
had bonus schemes for pr 
outputs of typing wark; 
feeling the typists have 







at the EA af the worl 
Only on exceptional occasion: 
of the departmental typists f 
on overtime. 





to become absolutely responsible- for 
every letter or document, A Torni 
brilliant red in colour, waa drawn. up 
and printed on the office duplicating 
machine, which everyone wis is sign as 
a receipt for anything borrowed Trom the 
files, This red form was subsitired in 
the file for anything withdrewn from: it, 


At first we experienced some Beus 
in getting senior members of ihe stall to 
ree: 





call at the window and sign the “Te 
for whatever matter they w Ae 
borrow from the files. 
that it wasted time. 
We. called. a 
managing direct a 
showed: that. the Hew 
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understood. This plan also serves 
us in two ways; it not only sells 
the conveyor band system but it 
also sells, as a necessary component 
of the system, the* Pfaff sewing 
machines as well, Thus, again, by 
selling a system of manufacture we 
-~ are able to sell two distinct products 
: at the same time. — 










© In spite of the fact that we are 
selling our products only in this 
‘country, and that our propaganda, so 
far, has been strictly confined to this 
> country, we have, since we employed 
our new methods, received unsolicited 
-enquiries from all parts of the world. 
E think that is a good test as to 
whether our reorganisation is a 















COST CONTROL, 
CUSTOMER-SERVICE 
ae (Continued pom page 9) 


tle down to cope with the new 
onditions. 


“We have aimed always to keep 
this concern on what I might call a 

amily’ basis, for I believe that no 
s properly employed unless he or 
| bsolutely happy at work. I 
myse f regard my work as my hobby. 

hi obviously fine esprit de corps of 
ie Paripan staff is the result. 














“ So we try to make conditions so 
He -pleasant that our staff remains with us 
< along time and can get to know the 


work, of the whole organisation 
ae intimately. We have no water-tight 
= compartments here. No ideas of 


* one man one job.’ 


= JCO course, when I say that we 
— have made no modifications to meet 
the difficult conditions of the past 
= = year, I do not want you to take me 
too literally. I thoroughly agree that 
any firm, to be prosperous, must be 
ready instantly to adapt itself to 
= changes: I mean that our policy is 
not to wait-until a crisis engulfs us 
before we make efforts to combat it, 
_ but rather that we never permit our- 
selves to be lulled into a sense of false 
security by good times; we allow no 
redundant TE or uneconomic 


















o met 1931. 





offered to them, certainly no new 
propositions | so completely worked | 
ut, so self-contained and so easily] 





In the se 


(Continued on page S TOR 


















ed “cheaper. prey “wood. 
reductions in cost have : 
Roneo Steel Furnitur re and F 













burn, thus reducing or r elina ing 
cannot rot or warp and is almost inc 





Write for List A.176 for 

complete range of 

Equipment and latest 
reduced prices. 








STEEL OFFICE FURNITURE and EQUIPMENT 
mums RONEO LTD., 5-11 HOLBORN, LONDON, EC.1 iam 


FACE THE FUTURE 
with confidence and a determination to secure 
punctuality and reduce late and lost time. Instala 
GLEDHILL-BROOK Time Recorder to induce 
efficiency and to give you a complete and accurate 
record of all time worked. We have collaborated 
with many big firms and corporations through- 

TN K out the country— 
why not yo 1? 
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CO. LTD 
2 Q has arranged many 
-o STAFF. ASSURANCE 

+ SCHEMES 
L a let us advise you 
on your scheme 


FLA., 
Manager. 


NE “A. JEFFERSON, 
> Chairman, and General 


MURRAY LAING, F.LA., FEA., 
i Secretary and esnan: 









oo For ‘an uittay of £35, payable 
> by £5 deposit and monthly or 
quarterly < subscriptions, you 
ean become the owner of one 

acre of freehold land, planted 
with 680 trees, in Victoria, 
` > Australia, The primary object 
is to use the trees for pulping 
and paper-making, but their 
. > use for timber must also be 
ees borne in mind. 


| The trees will be tended, cut, 
manufactured and sold for you 
entirely by the Company on a 
profit-sharing basis, and owing 
to ideal. climatic. conditions. 
-will yield you a very hand- 
‘some return within 12 years. 
































oO | obstacle. 


me ‘not: aves any fost. time or - temporary 
| disorganisation of the staff. 





lin the majority of instances, 


ment selling out of consideration on the 3 
| plea that they have not the capital to - _Inter-House Communication. ae 
finance it, or that the risks are too Pages 2, 22, 40, hh. 

| great. Neither one of these need be an 


E i She: sell by instalments finance these 
; sales. themselvs : 
for an. inapi 





1 conditions ‘under which e 
< þpanks can be called in. | Not that the 
banks will, as a rule, advance money on 
instalment. accounts. as such, but if the: 
retailer or mail order firm or manufac- 
turer wishes to sell goods by instalments. 
he can very often raise capital from. the 
bank on other of his assets or securities. 
and so acquiré the funds to finance 
instalment payments, 









Qur plan, in one sense, even continues 
after members have left our service, 
because the insurance company agrees 
to issue an individual policy for the same 
amount carried in the plan, at attained 
age and rate and. without medical 
examination, if application for such a 
policy is made within 31 days. 


All members of our plan are entitled 
to the Visiting Nurse Service provided 
by the insurance company. We know 
that in plans which have been longer 
established this feature has proved 
exceedingly popular and its direct bene- 
ficial results have been clearly visible. 
We hope to enjoy the same advantages, 
as undoubtedly this factor reduces the 
duration of absenteeism through illness. 
Under the plan, the nurses call at the 
home, assist in carrying out the doctor’s 
instructions and give every possible aid. 
There is no charge or deduction of any 
kind for the service, and it is hardly _ 
necessary to add that the scheme itself 
in no way interferes or conflicts with 
Workmen’s Compensation benefits pay- niin. 
able under any of the National Insurance e mant mer 
Acts, or any other benefits. as 

We have gone in for this scheme 
because, from growing evidence, it 
is profitable to both employees and 

s. We know that by means of equ s, 
€ plan mbers obtain life insur- the possit 
plans, me re the 
ance protection for their families at “opera at) 
about one-fifth of what it would cost 
in an individual policy. The im- 
portant fact is, however, that it 
provides life insurance protection where, 
little 
or none existed before. The average 
industrial policy in this country is only 
#516. 5s. od., while the minimum in the 
above plan is #100, and the average is | 
£298. It is obvious, therefore, that in 
providing our employees with this co- 
operative facility we not only ake a a 
direct contribution to the welfare of a 
very large number of wives and children 
and help to improve the social and 
economic status of the communities in 
which it operates, but we also relieve 














































But where the instalment system ha 
lagged behind in this country is in it 
use by business firms in their purchases 
Suppose I am a manufacturer who see 
the possibility of a home market for 
new line of goods. which has been 
excluded by the tariff, I need to insta 
new machinery, but I cannot pay for it. — , 
It ought to be possible to buy such č ož 
machinery on the instalment basis. If ž = < 
the manufacturer from. whom: he 
machinery is: bought annot or a 
finance the instalment he ca 















| whereby his instalment ct 
fi nced for. him. = 









s sound business, an 3 
make > “for "increased | national busin 
FP and ¢ activity, 













to its eee in order | to increas 
orders at this time. And prospectiv 
buyers of such machinery and ip 
ment, on the other. hand, 
approach supply manufac 
proposal that: mich. instalment t term 
So gee | eae 


The Management Control and Poly 
Section ends with this article. Other im- 
portant Management articles in preceding i ae ae 
issues are i= EERO 





à Management Incentives which make — 
+ October. 







ourselves of the obligation of financial for Efficiency.” ee 
demands from employees who, for Policies which Increased our Business S 
various reasons, come to face a crisis. 400%.” Be October S 
EERENS EEE “Now is the Time -f for a Busines 
- Overhaul.” __ Septembe a 


INSTALMENT SELLING HELPS 
BUSINESS IN 2 WAYS 


(Continued from page 16) 


Further Aids to Management : and Executive : a - 
Control appear in this issue's Advertisement 
pages as follows -— eo arent 


Business Consultants and Services. 


Manufacturers and dealers put instal- pages 57.380 — 














Very few manüfacirers and dealers 


hile it is not ea 
ailer to come. to 
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OFFICE PRACTICE AND EQUIPMENT 


THE NEWEST 
in 
BUSINESS 
EQUIPMENT 


and 


SERVICES 
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It is claimed that this complete 
office printing machine saves 
from 50 to 60 per cent. of 
printers’ costs. It will print any- 
thing from a simple form to a 
complete catalogue, using set 
types, rules, zincos, etc. ~ No 
other office printing machine, it 
is claimed, will print, perforate, 
number consecutively, punch, re- 
wind or cut to size, in one run. 
The paper roll feed enables the 
machine to run 2 or 3 hours with- 
out attention. Speed of printing 
is 5,000 per hour. It will handle 
any size 1349} inches; thick- 
ness of paper from thinnest 
bank up to post card weight. 
It will also take gummed paper 





This new electric automatic time recorder needs 
no winding and no batteries for its operation. 
Once plugged into the main light or power circuit, 
the time record exactly and automatically syn- 
chronises with the signature. A feature is its 
compactness and speed with which it operates 





This simple appliance, attachable to any table or desk ledge, binds 
together, by “crimping,” letters, documents, etc. The crimping can 
be run the whole length of the sheets or merely across one corner 


to tigh 


Progressive businesses which are adopting “ wages by results 
up office efficiency will find very valuable this 
which méasures exactly the number of key strokes made by 
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This movable attachment filing 
cabinets is to facilitate and speed ux 
filing operations by enabling correspon 
dence to be pre-sorted into aipnadetical 
geographical, chronological or other order 
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when the staff have gone and w 


















l parent: 


oe a | THE ONLY AUTOMATIC | BLOTTER 









, day. My dictating machine enables: 

Ree me to give all the instructions 

ie at NN, necessary for my secretary to type and 

mi OB to load distribute. In fact, so useful is the 

Se Jace mt ee Palin instrument that T have installed one in 

Touch” “ante os Camera” my home, and others are in the office for 

ae ee j the use of the executive members of the 
\ FF stafi. 

One of a row of filing trays fixed to 


| Sectional Jagram of the “ AGABLOTTA.” 
| A YEAR’S SUPPLY OF 
ELOTTING PAPER IN 
A. SINGLE ROLL 


‘This unique invention, which will last 
“Hetime, i is artistically designed and 
indispensable to every pen user. 
ving in blotting paper and time 
y the initial cost within a few 
a can be supplied with or 


my desk is reserved for dictating 
machine cylinders and anything else 
connected with the machine. Incidentally, 
these trays are not on the desk but are 
mounted on a metal frame attached to 
the desk in such a way that the trays 
are tilted so that I can see what papers 
are in them without rising from my seat. 
The trays serve the double purpose of 
facilitating distribution and filing of 
| papers and of enabling me to deal with 
the morning mail. Here again I find 
that it pays to maintain the personal 
touch even to the extent of being my 
own mail distribution clerk. 


"ahd: Mittal men, 


als the Ideal Gift. With the Morning Mail | make my 


Morning Inspection 


The morning mail is opened in my 
presence and distributed among the 
various personal and departmental trays. 
That done, I go through the contents 
of each tray and transfer them to a 
folder so that I have a series of folders 
destined departmentally and I take them 
round myself, The half-hour or so spent 
in delivering the mail is most valuable 
since it enables me to visit the staff in 
their own offices—a more important 
matter than it appears at first sight— 
where the mail can be discussed with 
me, any queries dealt with and a cheery 
$ good morning ” given, 


I attach great importance to prompt 
and courteous replies to correspondence, 
and when I have to spend much time 
travelling in a car, for instance, to the 
Reading branch or to the Motor Show 
at Olympia, where I always open an 
office, I take a shorthand-typist with me 
so that the time taken in travelling is 
not delaying this immediate handling of 
correspondence. 
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-o 12Guinea DESKS at only £6 
— = ed customer (Carriage Free Yin UK. | Electric Indicator which does away 
: with Telephone Delays 


wonder if many business men 
realise how much business they lose 
because of telephone inattention, or 
perhaps it is better to say, inadequate 
telephone arrangements? A complaining 
customeriwants Mr. Smith, he can’t be 
found; he asks for Mr. Jones, and after 
further delay he is told that Mr. Jones 


o o Here to be seized, for never befor 
eee T perl a an opportunity to at nae absurdly low I 

Bee price. it se tollene the record purchase of a maker's 

-stock for cash. NOW. 


a There are 2 sizes : 
te sxa (x31 high), clearing at HG. 0.O 
o Ox 3i (x31 high), clearing at £6.12.6 
a Each deiki is of real Oak and polished Golden colour. 


There are 6 separate drawers, with locks. 
Other shades of por = Miepensa? 1§/~ extra. 



















| 3s nst a ht eine he people want ‘such 
Zz a lot of chasing. 





| shall be away during the following. the. oe at the switchboard. which 


cannot be fonnd.. a er SE he F. 



























department head is in or out. A sim 
board in my office enables me to see at 
a glance who is in and who is out and 
prevents my wasting time trying to get- 
hold of a man who is not about; “In the = 
showroom is a staff board with switches 
for each of the seven executives. When 
they leave, or return to, the premises > 
they turn the switch in or out, andon | 
the board over the telephone switchboard _ 
and in my room. a tiny lamp. gloWse 

against the name of a man who i is in and cic 
all the time he is in. ee 

This little device is extrecaely: elective 
and is the key to a telephone service. of 
which we are justly proud. 

While on the matter of telephoning i 
have another device attached to my 
telephone which enables me to check th 
duration of the many trunk calls F hav 
to put through. It is simply a thr 
minute sandglass-—just like the ok 
fashioned hour-glass. 

© Another point about trunk calls is thi 
I always make use of the “ perso 
call’ service, in which you ask 
exchange for the particular indivic 
you wish to speak to. It involves. pay- 
ment of a very small extra charge, but 
has often saved me waliting six minutes 
—or the cost of two calls—and, Jif 





































































But it is not only labour’ ‘and tim 
saving devices which ee a business 


pulse of a ‘business, | S : 
heads as well as- gales -a 
summarised in the required classific 
tions so that I can compare the figures 
for relative periods over the last eleven 
years. Charts, too, enable me to keep 
a check on the various branches of the 
business. 


BEERE es 
Other important articles Office 
Management and Equipment. have appeared. eee 
in these previous issues m= ican 
“An. Cffective Record which Measures — 


Employees’ Ability.” October. 
"i Collecting instalments Promptly ato o 


Low Cost.” October, — 
“ Filing Methods which Save Time and 
Money.” October, > 


“The newest Equipment! forthe Modern 
Office.” October and September. 
Other examples of the latest: Equipment. 
and Services will be found,-as follows, in Cee 
the Advertising pages of this issue = Pere 
Dictating Machines. Pages 1, 27, eee 
Typewriters and Accessories. Coveri. 
Calculating and Accounting Machines. 


Page 42, 
Office Printers. Page Af, CEES 
= Desks and Office Furniture. | | 
: ooo Pages 21, 36, Ai 
“Page 


43, & 








-Filing ‘Equipment. - 
| ex and: Loose-leaf, sod 
oo Pages 2, 22, A, 
Continuous Stationery. 
Pens and Fountain Pens. 
= Stamp Affixers: ae 
Book-keeping. LONE ToN 

















, Choosing a Container ., . 


» I ES ~ 
i 
N 


oods in transit have many enemies. 
G From the time the containers leave 

the factory until they finally reach 
their destination they are subjected to all 
kinds of known and unknown con- 
lingencies. They are one of the worries 
of management because they so often 
bring about charges which figure highly 
in unproductive overhead costs. 


Practically every product needs some 
kind of container to ensure its being 
safely delivered to the purchaser. The 
duty, then, of the container is a 
responsible one. It must protect both 
sender and consignee against all the 
risks of conveyance: i.e., careless hand- 
ling, blows from heavier articles, pilfer- 
age and weather conditions. And it 
must do this at low cost. 

Naturally, the type of product will 
govern the type of container to be used. 
Among the various types are :— 

Wood. 
Solid Boxes 
Ply Boxes 


Metal Bound 


Composition. 
Solid Fibre 
Reinforced Fibre 


Corrugated Fibre 


Prepared Board Boxes 
Crates 
Barrels 

In packing, some products need 


“ holding *’ rather than “ protecting.” 
In such cases the strength of the pack- 


AA g T 





To Meet Your Needs 


By T. A. 


SHARP 


age can be in direct proportion to the 
weight of the material to be carried in 
each package. If the container will 
stand up successfully to the weight 
carried, it will give all the needed 
protection. That, of course, is stating 
the case broadly and without considering 
the complications of individual instances. 
Most canned goods can be packed on 
this principle; so can many packaged 
goods of a non-breakable character. ' 


Quite different is the position when 
the product needs ‘ protecting.” It 
may be that the container should be very 
much lighter than the product. Shaped 
sheet metal goods, for example, are 
amply protected by a light wood crate, 
Even some heavy machinery is quite 
satisfactorily packed when protected in 
this way. On the other hand, a heavy 
box is called for to protect instruments, 
scientific apparatus and so on. 
need 
and 
con- 


By far the majority of products 
a measure of both “ holding " 
‘* protecting “° on the part of the 
tainer. In such cases, of course, the 
extent of each capacity must be 
accurately estimated and the container 
chosen which will meet all the require- 
ments. The choice is by no means a 
simple matter, as utility, case of 
handling, and cost (Continued on page 44) 





Taking up far less room than straw or other “stuffing” material, these seam- 
less. moulded wood pulp containers are waterproof and are said to give 
100 per cent. protection to goods packed in bulk E 
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THOSE VITAL 
B to C OVERHEADS | 


a 


From A to C is a period of THREE MONTHS 
in which you normally take an average total af 
orders. If that same total could be booked in 
period A tc B—in TWO MONTHS, most of 
your overheads for period B to C would entirely 
disappear as charges on the sccelersted two 
months’ output or turnover 


THINK WHAT THIS SAVING 
WOULD MEAN TO YOU! 


You could lower prices yet maintain net profit— 
beat competition and walk into o waiting, wider 
market — further accelerate turnover, effect 
additional savings, accumulate more and more 
revenue for advertising, dividends and re-invest- 
ment in your enterprise. 


Your firm would thus grow and grow; and 
you, personally, would enjoy increasing prestige, 
intense satisfaction of achievement. and a financial 
solid competence. 


With so much to gain, can you afford to oeglect 
a practical and infallible help to accelerare your 
turnover and wipe out a third of your over- 
head charges ? 


The unique MASTROM BUSINESS KIT 
and SYSTEM will give you that help at an 
initial) cost that is relatively insignificant and 
without adding one farthing to your salary bill. 
It will cost you nothing to investigate 
MASTROM, but it is one of the most 
important things you can do NOW 


Clip out this advertisement and pin it Ww your 


Note Heading, or write TO-DAY for leaflet 
B.r12. Send to>— 


MASTROM LIMITED, 


81, Holly Lane, Erdington, Birmingham 





5,000 copiesan hour 
with SPEEDO 





The Cheapest Automatic 
Rotary Duplicator 


= duplicators—at any price-——provide 
the combined speed, efficiency and low 
cost of the SPEEDO. 5,000 copics—on 
any paper, postcard-size or foolscap 
printed, counted and stacked in an hous 
Coupled with an unusually low price, 
here is sufficient reason why the Price 
SPEEDO should feature in your mail 
room equipment. 4 years’ eudrantee. GNS 


W rite for escrip é i . na áf maiis 
of SPEEDO work, os ring METRI 
POLITAN z0r} jor a mon-obliecat 
damonstrafion in your f 


K. H. 


MICHAELIS & CO.,LTD. 
68, Basinghall Street, London, E.C.2 





Í clephon u OF 
— 
= 
o o 
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THE 


EXECUTIVE: 


It is much easier to get 
working capital from your 
own inventory by proper 
planning than from the 
Bank ... and the interest 
rate is negative 


WALLACE CLARK 


and Company 
Consulting Management Engineers 


TO 


have turned large stocks 

into free capital for im- 

portant industries in 
seven countries 


A free copy of our Brochure 
sent on request 
European Headquarters : 
25 Ave. Victor Emmanuel Ill 
PARIS 





HIS is the kind of chart you can ge 

every day from a SERVIS RECORDER 

The actual charts are 4 and 6 ins. in 
diameter, and they show exactly when ə 
vehicle was moving and when standing. No 
wonder it is called “the most important 
chart in business.” You can also see engine 
“idling " and save petrol consumption. 


The same instrument is also applied co 


a locomotives, cranes, lifts, pumps, and ALL 
kinds of machinery. 


LOST PLANT-TIME 
IS LOST-MONEY 


OVER 80,000 IN USE 


Models from 8 hours to 8 days. 


a 
Write for catalogue and 
week's free trial :— 


SERVIS RECORDERS, LTD. 


Tła Red Lign Street, London, 





Record systems, the simplicity ol 
which makes the data contained in them 
instantly found and readable are 
essential for the most efficient mainten- 
ance of any sales department. The 
Kardex announcement on page 43 tells 
how this system helps the sales manager. 


e 
A saving of £1 6s. 8d. can be made 
on every 1,000 sets of multiple forms 
your office uses—and there are many 
kinds of forms on which this saving can 
be made in every office. See Fanfold, 
Ltd., on page 28. 
D 
Folding invoices, statements, price 
lists, publicity matter, etc., at the rate 
of 10,000 an hour can be done by the 
Cundall Folding Machine. It takes any 
paper from bank to thin card. An 
illustration is on page 28. 


® 
Steel office furniture has many 
advantages. It is fire resisting, good in 
appearance, tamper-proof, and—ever- 
lasting. It can, too, be made to har- 
monise with any required style of 


decoration. Milners, the Safe manufac- 
turers, offer everything from a steel shelf 
to complete equipment. See their 
announcement on page 21. 


a 
Quicker follow-ups and collections, 
better sales, prompt re-orderings, etc., 
depend on the system of records used. 
Look at the Carter-Parratt system on 
page 22. 
9 
There is a small hand machine which, 
at one stroke of the plunger, picks up, 
moistens, severs, affixes and counts 
stamps. Frank Pitchford & Co., Ltd., 
show it on page 2. 
> 
The automatic internal telephone is 
one of the greatest time savers for 
executives. London's most modern office 
(Unilever House) has installed one with 
Soo lines. Yet even the small organisa- 
tion can have just as efficient a service 
with a system of 5 lines or upwards, 
Turn to the Standard Telephone’s 
announcement on page 40. 
a 
It would take far more than this small 
paragraph to indicate the economies 
offered to thë busy executive by the 
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Dictaphone. Some striking facts and 
figures, however, are given in the com- 
pany’s announcement on page I, 
showing that the instrument is just as 
valuable a time save in the single office 
as in the big corporation. 


e 
That poster stamps (“* stickers ’’) can 
be advantageously used on your letters 
for a variety of purposes. They attract 
attention, Samuel Jones & Co., Ltd., 
can tell you all about them. Their 
notice is on page 22. 


Visible records for budgeting, stock, 
costing, sales and many other phases of 
recording are offered by Seldex, on 
page 2. 

e 

That the Ediphone diagram on page 
27 is important to every executive? 
Which method do you use? Do you 
know what the old way costs, in time ? 


That you can save 50 per cent. of 
printers’ costs and yet print, in the office, 
almost any kind of illustrated matter, 
without type, blocks or stencils, and in 


one operation, See the Rotaprint 
announcement on page 4I. | 
9 


Young members of your staff who are 
sufficiently enthusiastic to aspire to 
executive positions can be helped in 
their spare time by the Metropolitan 
College, which sets out on page 27 the 
possibilities it offers to the enterprising 
employee. 

e 

A free offer of a book which one user 

has described as ** More valuable than 


many text books '’ is made by Moore’s 
Modern Methods on page 2. 


e 
An illustration of what can be made 
in the way of steel desks for the 


executive, and a hint, also, about the 
advantages of steel partitions, are in the 
Roneo advertisement on page 33. 


s 
Some executives prefer the dial system 
while others prefer the push-button 
means of contact on the internal tele- 
phone. Siemens Bros. & Co., Ltd, 
show you both these types on page 22. 














which lead 
et ee many departments 





F — School of Accountancy on this page, 
E That there is a well-turned-out execu- 
ce >; desk at a price which seems really 
ridiculous. It is illustrated on page 42 
, "y the Oxford Cabinet Co. 
: © 
ae That a loud-speaker enables you to 
= speak with any member of your staff 
a without either you or him having to hold 
a receiver Four important factors of 
oo ths system are given in the Reliance 
Telephone Co.'s column on page 44. 
oo 
T “That Stre-board cases for packing 
give atleast. six advantages. These 
<o are touched upon in the article on page 
37. A further interesting reference to 
them is made by. the Thames Board Mill 
7 BO. one-page. 45: 
oe © 
ce Tf you. are “considering internal tele- 
phones, the Ericsson announcement on 
page 2 should interest you. 





















t fective display puts you up against 
l sorts of problems. Some of them 

are mentioned on page 28 by the 
Pries R ik which specialises 
ir solution. 








ły. means of a actubbing and absorb. 
g machine one operator can clean 
floors at a rate of one hundred lineal 
feet by 22 inches wide per minute. The 
action is complete scrubbing and drying 
operation. The machine, by the 
tem, Ltd., is illustrated on 
back cover of this issue. 


LANS TO INCREASE SALES 


{Continued from page 17) 


; aes customer shall presume that the 

| letter comes only from the shopkeeper. 

~- The heading is designed to create this 

-- impression. The name of our products 
“is incorporated very discreetly. 


a We give a great deal of thought to the 
J drawing up of these letters. They 
comprise some of our most carefully 
written’ ‘copy, and we have proved 
that they pull a high percentage of 
business. 
cocos. Another of the improvements we are 
Pe planning is the still closer following up 
Jaf. salesmen’s activities. The more 
detailed analysis of dealer’s records, of 
course, assists us in this. But in 
addition, the records of the salesmen 
themselves. will be carefully watched. 


Here again we do not do this in any 
despotic way, but purely because the 
closer we follow a salesman’s work in 
he field the more effectively we can 
elp him from: head office. 


a. salesman drops to a 














uditing, ete., and 
to. eu a 


"2 moden. business is explained by. The | 


Yi: sof -business we] te 

in direct touch with him are 

of definitely | = 
he 











out for promotion ? 


trustworthy and loyal? 
recommendation. 















$.D.C. Mackay, (2 
mcipal. 


experts’ eyes. 
absolutely clear. 
correct by a Chartered Accountant. 


tions and for training for executive positions. 


Farther, this book explains how the personal advice of the Principalcan be 
obtained, how fees can be paid by instalments, and how examination ADUCERE: 
and qualification can be definitely guaranteed. Send for the rec a 
Mark your Raquiry * 1932 Guide.” | 


Guide to Success. 













SOME OF THE SCHOOL'S 
COURSES . . . . The Schoo! of 


Accountancy gives specialised postal training 
for all Accountancy, Secretarial, Banking, In- 
surance, Commercial and Matriculation ixam- 
inations, and for appointments such as General 
Manager, Company Secretary, Accountant, 
Works Manager, Cost Accountant, Office 
Manager, Auditor, Cashier and Chief Clerk. 
Also courses for youths and ladies and in all 
business and general education subjects. 


HE SCI 


iii MOORGATE, LONDON, E.C.2 
MANCHESTER LEEDS LIVERPOOL BIRMINGHAM @ 























time Tinie 


You have only to put yourself or 
a few moments in the positi an al 
an employer to realise why 
that some men forge ahead to well 
paid executive positions while others 
remain ordinary, poorly-paid clerks, : 


If you were an employer, who would you pick 
who worked hard, was a goad time-keeper 


But when you looked. arol 
and found scores of men with these qualifi 
wouldn't you look for something more? 


Wouldn't you select a man who ha 
himself with some specialised 
would enable him to fill the 

ently, direct others with grez 
who was wx 


If so, oe are yon ac 
to help yourself forward: 
real chances have 
other men who, b 
home in their ap 
acquiring qualificat 
do not possess for. 
which you are m 

tome your way T het 

There is only one an 
too, must train. 


FREE~This 180.page guide to Careers . a 
“The Direct Way to Success” allows the reader to see Business 
There are contributions from famons Business Leaders, ado 
the careers that business offers and the avenues that lead to sncoess 
The results of School of Accountancy training are skorin 

instance after instance that would read like romances where the wy not at thes ec! 

Incontestable proof is given thet The. 
School's tuition is the most efficient for commercial and professional «sang ee | 


GUARANTEED CIVIL SERVICE 
SUCCESS wren the’ 


Siheli ef Accents 
uieriakes io tre a ein 
to qualify Tor am secu 
Position af fo pass an index 
pirident exstiineticn wirich 
confers e recognised pio 
fegsinnal statin, 1 trades tha 
man wet he ttet Axe 
ty Rel weit ie 
ustially taker bythe Seki a 
students r C 
coursen Fur iht zefi 


2 WEST REGENT 
SOUTH AFRICA SHELL HO 
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Would you select a man 
z Was 
These virtues might bea 
ad 
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A {Continued from page 26) : 
| aimost. as well ‘developed and as well | : 
‘tinownh throughout the country as the = _ 
$ purely. business side of their activities _ 


Cleanliness and Hygiene is No Fad ; 
it Reduces Absenteeism 


Cleanliness and hygiene, important. =o > 
throughout business premises, are =. 
especially to be studied in canteens and o 
rest rooms, Floor coverings and walls 
should be of a pleasing and restful — 
colour, but they should be washable and. 
of a character not to harbour dust and 
dirt. Floor coverings throughout should 
be as resilient as possible, made to. - 
absorb shocks and noise, have an even |. 
surface, easy for the feet in cases where _ wo 
employees have to stand throughout the = 

an << aa eş ae day, and durable. There are many 
AF one, ee > ee {kinds of floor coverings which fulfil 
ig | ~~ si | these requirements. 3 


Vacuum cleaning, electric sweeping and. 
electric scrubbing have almost entirely: 
replaced the old hand-cleaning methods” 
in the modern factory, work-room and 
office. Vacuum cleaning is a distinct 
advantage to staff health, for it not only 
picks up all the dirt, but it. does- So 
without scattering it throughout the 
atmosphere. i 















nilever House, perhaps the finest, certainly The scrubbing of floors can now ere 


most modern, of Sur great office buildings, easily and hygienically done by appliances 
oo =- | which scrub the floor clean, kepp. the 
say j dirt stil in- susper Sit 3 
Automatic Telephone System. No less than 800 while it is picked up and dey 


7 powerful suction in the water tank, $ 
lines are served by this Standard Installation. cleaning and drying the floor in “one” 


An equally efficient system for a small concern operation and at great speed. 


‘can be had from upwards of 5 lines. | Waxing and polishing floors not: only | 
| i preserves them, but also improves health 
by making such surfaces less easy. 
l lodging places for dirt and easier to: 
a ‘clean. Special appliances also exist for- 
ayudas d cleañing, waxing and polishing floors ioo 

one operation, taking but a fraction of- 

the time occupied by the old man 


| PRI VAT E AUTOMATIC TELEPHONE SYSTEMS grubbing about on hands and knees. 


ee The same care should be exercised in- 
F | Advertisement of Štandard Telephones & Cables Ltd., Sales Dept., The Hyde, London,N.W.g | the cleaning of lavatories. So many 
ie Telephone : Colindale 6533 excellent cleaning powders and dis- 
infectants of a hygienic and inexpensive 
kind are ‘now obtainable from leading 
firms that there is no excuse for laxity 
in this direction. 


































“KILLGERM” 
DISINFECTANTS 


Fluids, Powders, Soaps, 
Toilet Rolls, Floor 
Polish, Sprayers 


Many firms have proved the advan- 
tage of providing bathrooms in addition 
to ordinary. lavatory. equipment. Be: 
know a cycle manufacturer who has 
provided twenty-four baths of the shower 
type, This bathroom is steam-heated 
and so fitted out in white washable 
material that any private house would. 
be proud of such equipment. 





a Advertisi ino 





Steel cabinets for clothes were pro- 
| | vided. Automatic liquid soap containers... 
| did away with the ‘‘where’s the soap? "| 
$ problem. - ‘This firm found that the 
ss Jhi morale of workers owas definitely — 
YORKS. || | improved by the invigorating baths < 

{pp which. they could fake before. going. 

home at nishto 


KEEN PRICES,  Frot :— 

THE KILLGERM CO., LTD. 
MOOR END 

CLECKHEATON, 














GET THOSE VITAL FIGURE 
FACTS AT A GLANCE 


(Continued from page 10) 


day and months for the same number ol 
years and quickly to detect any slump or 
downward tendency in sales. 


The yearly chart was also supple- 
mented with another chart, showing the 
sales or income for each month. By 
keeping this record on the same sheet 
for a number of years it is possible to 
detect the months when a slump seemed 
invariably to occur, and attention was 
therefore concentrated on plans for 
correcting the month when sales fell too 
low. Jt was found possible to avoid 
these inordinate drops in certain months 
and so spread the business out over the 
year a little more evenly. This chart 
was also valuable in showing the man- 
agement any tendency towards a falling 
off as compared with previous years—a 
tendency which, in the absence of a 
chart, might not be noticed until later 
on, when it would be too late to apply 
any active remedy. 


These Charts Indicate Tendencies to 
Profit or Loss 


Next to sales and income the most 
important factor in a business is: actual 
cash receipts, actual cash expenditure, 
future income represented by accounts 
receivable, future expenditure repre- 
sented by accounts payable. In order to 
cover this point a chart was made out 
which showed each account accumulated 
over a period of twelve months. One 
curve showed the sales per month, 
another curve the cash income per 
month, another curve the cash expendi- 
ture from day to day, a fourth curve the 
accounts receivable, and a fifth the 
accounts payable. 


A series of graphs was worked out to 
keep in touch with expenses, It is not 
possible to keep track of all expenses by 
means of charts. They divide them- 
selves into too many classifications, but 
certain main expenses can be charted. 
In this business, where the sales depart- 
ment was so important, a graph was 
made showing the total expenses of the 
selling end of the business. This graph 
was accumulated over a year and held 
two curves: the first curve showed the 
actual expenses in £ s. d., accumulating 
month by month over the year. The 
second curve showed the percentage of 
the expenses to the turnover. The first 
curve was watched to endeavour to 
check any undue sales expenses over 
the previous year. But it was the 
second curve which was watched most 
closely, for expenses may be allowed to 
go up provided the sales go up propor- 
tionately, but expenses cannot be left 
even the same as last year if sales are 
going down. 


Every business must determine for 
itself what are the vital figures which it 
should chart graphically. Only graphs 
which are really useful and on which 
immediate remedial measure can be 
taken should be kept. 
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For definite proof that ROTAPRINT will save you money, 
tell us your problem. Then have a demonstration and see for 
yourself how it is solved. 


Write or "Phone— 


Kaye's ROTAPRINT Agency, Ltd. 


Cecil House, 57a, Holborn Viaduct, London, E.C.1 


Central 1300 (3 lines). 


Also at: BIRMINGHAM, BRISTOL, GLASGOW. LEEDS and MANCHESTER. 






VISIBLE INDEX DESK DIARY. 
Size 8” x8” Bound in Leather- 
cloth. Each monthly diary 


printed on a stout index card. J 
Complete with signals. Cash 
with order on J days' approval 
Systems Stationery Co. 


14, Cursitor Street, E.C.4. 
Fhone: Holborn 0982. Postage 3d. 






IN BLUE BLACK, RED, 
BLUE, GREEN OR VIOLET. 








OF ALL STATIONERS 
OFFICE SIZES FROM 2/9 PER BOTTLE 











‘egacdinny machitie” is now 
btainable with a keyboard for 
. RITISH CURRENCY. 


iti trimmed absolutely to fighting g 
weight. Weall had to work a little : 
| harder, that is all”? z 


“ Now you ask how, in such a time a 
when it is definitely known that 
people are avoiding to spend mote __ 
money than they can help, we were 
able to increase business sufficiently 
to raise our profits above those of the __ 
year before? 





























: performs the adding functions of a 
, “L STING” -machine and of a 
“KEY-DRIVEN” machine. In this 
sense it is two machines in one. 





Adding machine users will 
oe be amazed by this unique 
—.* and versatile machine. 


Don't fail to see this 
fascinating new-comer 
amongst adding machines 
when replacing or adding to $ 
oe we existing equipment. 


“Well, for one thing, we did not 
curtail our national advertising. Wet 
have so planned our publicity in the 
past that even with a quite limited —__ 
expenditure we have nursed our 
product until its name has reached 
the status of a ‘ household word.’ 
We realised that to relinquish 
pressure in this direction would be. 
fatal; though, on the omer hand; we 
did not increase it. 








A practical. and inexpensive 
-departure from conventional 
 perjormance. and construction. 














“ Then there is our policy i in 1 rega 
to salesmen. We never send a mi 
out on the :oad unless he has ; 
A NME i absolutely A-to-Z knowledge of ou 
Ou a Victoria St, E.C.4 4, Albert Square, Manchester products, 


ia a f a ; 6 working and of the internal function- 
ep none, ; y “> Telephone: Biackiriars533 ing of the firm itself. : 






“ A man has to be with us for. 
least six years: before we let him 
out to sell. We are strictly. 
training by salesmen’s school or ot 
high-pressure methods. That may 
be quite a good plan for other 
products, but we do not consider it in. 
connection with ours. When a sal À 
man goes out for us he is competent 
to advise fully on all technical points 
likely to arise, he is the trusted __ 
ambassador of the firm and can make, 
on the spot, all reasonable decisions. 

regarding complaints and other 
matters without wasting the cus- 
tomer’s time by having to refer back 
to head office. Our salesmen have 
worked harder this year and they 
have secured the business, but they o 
know how to get it. | 


E g 


We Make a Point of Settling Com plaints a8 













es ' at Once ose | _ 
“WHE DALEY DESK” “ Speaking about complaints, I cae 
= Solid Oak, ae A bl -15°O might say that as a point of policy — 
or dark, 4 ft. 2 ft. 3 ins. 


we ourselves assume. responsibility - 


| oe o for about seventy per cent. of what — i 
More than Ten Thousand of these few complaints do arise. We never. 


desks have been sold. | try to thrust responsibility on the _ 
LARGEST STOCKS AND LOWEST PRICES IN LONDON user. The moment there is a doubt 


poe’. a salesman or, if the problem is very 
w AND SECOND-HAND en FURNITURE 









complicated, a special. technical man: 
{from the works. investigates: theo = 
{ matter. personally and settles it right 
way, always to the: ultimate. satis- 
faction of the customer. oe 











oe 


dul Gy ee Bar, ye h ings So me to thu 








ner. o 









work must be absolutely finished by 
6 p.m. Not one single thing is ever 
allowed to remain over till to-morrow. 
_ By this policy prospects and cus- 
~ tomers are never kept waiting, no 
matter. what may be their dealing 
with us. We are able to do this only 

o through the excellent spirit of co- 
operation which runs throughout the 
office and the works. Our office 
- manager, who is also our sales 
















staff and not as an aloof executive. 
-He is one of our youngest members, 
but having been with us for fourteen 
: e: has : an intimate knowledge 
e “He watches me office 













a ranr benr 


„manager it is his boast 
| 1y customer can ring up, ask 
or him by name, and have any point 
“settled without his having to leave 
the telephone... That is also an 


customer. 


“ Another interesting detail is ou 
filing system of unusual orders. 
iturally, our paints are sold, 
ether «through the trade or to 
private individuals, according to a 
tandard colour chart. However, 
‘customers often call for a colour 
which has to be specially made up. 
We keep an actual sample and full 
= record of any such order. Suppose, 
to take an extreme case, Mrs. Brown 
in a Somerset village bought in 1919 
= one small. tin of a special colour to 
~ match her drawing-room curtains. 
“Now, if Mrs. Brown rang up to-day, 
thirteen years afterwards, and asked 
_ for another small tin of the same 
- colour she would be assured, on the 
: telephone, ‘that the order could be 
. repeated immediately. The same 
-service is giyen to'a dealer, a trade 
user, or whoever has, at any time, 















shed colour chart. 


This | 





is ‘the Service we give > the | 


ae Our riiag i is “that every age 





. : manager, by the way, works with his. 


able. point of our service behind 


urchased from us colour which in} 
ny way is not standard to our pub- 


is the kind of service, exer- 







@ In these days when selling is the salvation of most Pusieesses, 
when executives are striving to leave no avenue unexplored to 
produce more sales—the salesmanager’s hands are tied unless he 
has exact, instantly available facts. 


@ Suppose you had a record system that would tell you in E 
flash the exact condition as it is in every territory NOW. The 
. State of every customer’s purchases, every salesman’ s work. Who 
carries the whole line? Who fails to sell certain "products ? ge 
Who is repeating and who is not? Who has window displays? 

Who has failed to take advantage of your new trade deal? 
territory needs a hearty push this morning ? What salesman fa 
to make important calls yesterday ? 


@ With these eae facts the salesman: 
to direct—to apply : 
pressure where and 
when it is needed, en- 
couragement where it 
will do most good. He 
is on solid ground. 


@ Kardex sales re- 
cords are simple to 
instal and inexpensive 
to maintain. They have 
helped many famous 
firms to obtain that 
detailed grip on facts 
which, under current 
trading conditions, 
means more sales, 

@ You will be in- 
terested in Sales Bulle- 
tin “ B.” Write for it 


















































The 
Typewriter 
that keeps 
your books 


































wish for an adv 


YOL _tising training 3 


agency experts / 















Automatic posting, 
Daily check. | 
Comparative information 
always visible, 
So many enquiries have 
_ reached us that we are 


appointing agents in the 
l principal centres of England. 


W E wish fora few office and 
postal pupils. : 











| PERHAPS » we can come e 

















ould t be al advantage to 
you to be able to— 





Tave both hands free 
while telephoning ? 


-Hear the replies aloud ? 
e absolute “privacy ? 


Have © full automatic 
it ter- communication ? 


these are but a few of the many 

vantages derived from using 
-ELIANCE LOUDSPEAKING 
Te: ‘TELEPHONE SYSTEM 
A ich requires no multiple cable. 








oe Available for installations from 
Sto joc Lines or more and can 
‘be supplied on SALE OR RENTAL 

as desired. 


If you are not using any private 
installation, or if yom present 
system is not giving full satisfac- 
tion, write for free demonstration 

or. Mhustrated Folder No. 6349. 


THE RELIANCE 
TELEPHONE C°- L™ 


Head Office. 


Goscuen BuiLpines, 12-13 Henrietta 


Yireet, London, W.C.2 
ee Telephone : Temple Bar rorr (PBX 
ches at MANCHESTER & BIRMINGHAM. 







Eye subsidiary company. ol. D eile 
RAL > COMPANY, LIMITED, 









E NATION i SAFETY SERVICES. re . 





















: proper pecking isa pacientes ob. An OS 
|| expert should be called to help settle this: 
important. point. SATH ‘reputable mane ee 
facturers of: packing materials are o 
willing to give expert and unbiased... 
assistance on any packing problem, abe 
It is safe to say that the fibre case in. 
one or other of its forms is suitable. for 
far more products than is any other type. - 
of container. Tt is light, phenomenally _ 
strong and cheap. It is, moreover, ofa” 
resilient nature and stands well up te 
shocks and rough usage. When the 
openings of such cases are sealed with 
good adhesive or gummed tape they are oe) 
virtually tamper-proof, and they do away 
with the ‘returned empties’ problem, = 
A particular advantage of the fibre 
case is its eminent suitability, due to its © 
lightness, for goods exported to those _ 
countries {notably Latin-American © 
countries) where there are import tariff 
charges based on the total weight of the 
goods, including the package. oS 
There are, of course, several types of 
fibre containers, and the manufacturers 
should conser every type closely before - 












































WILL IT PAY? 


That must be the paramount con- 
sideration of to-day. 


The answer must come in terms of 
increased economy and added 
efficiency. 


We offer you both, in the “Robin” 
method of Record-Keeping, which, 
through years of experience, has at- 
tained a high standard of efficiency. 


We should welcome an oppor- 
tunity of interesting you in the 
“Robin” method of Record- 
Keeping. 


A Special offer of a “ Robin ” Book 
5818, bound full maroon buckram, 
with A-Z index and 200 leaves 
ruled for Stock Record, Feint, 
Cash or Double Ledger, on seven 
days’ approval for 9/6 post free. 


J. W. RUDDOCK & SONS, 


MAKERS OF LOOSE-LEAF BOOKS, (i 
ee oe nee | 
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ae 


500 to 10,000 
copiesfromone thin, 
strong, metal foil 


THE 1933 it 
SUPER-FOILOPRINTER| | 


with Automatic Inking — 
The Self-Inkirg Double Roller 


eliminates one operation in printing, 
increases speed 50%, makes over- 
inking impossible and produces 
perfect results. No me MESS 
New unbreakable printing platens, for 
foolscap, quarto and posteard siye. 
New Foil Eraser fer easy correction. 
New Poilolettergraph for hand-lettering. 
New improved printing inks give per- 
manent results. 
New platen support and paper guide. 
The simplest, most efficient and cheapest 
Duplicator and Prinrer in the world. 


Complete outfit, in metal case, FO/- 
Carriage paid ULK 
Send for sample foil to try. 


a eerste 











There seem to be few ranges of goods for 
which thefibre case, in one or other of its many 
forms, is not found to be the best and most 
economical form of container. It is fight, 
cheap, can be made pilfer-proof and does. 
away with the “returned empties” problem 


deciding which to adopt. In this č 
deliberation the advice of an expert or =< 
of the case manufacturer’s technical staf = 
should be sought. Such advice will save 
money in the end. | a 


If the product demands a wooden . 
case, then the factors of strength, cost, 
weight, storage facilities, whether the 
case will be used over and over again 
and so on have to be considered. 


we oe 5 
INCREASED PRODUCTION CHANGE OF | POSITION RAISES 4 
Increased production is obtained by the introduce. TE. ER: Ch ; 


tion o! Guide-o-Graph Marking System which |] _ 
will save space, labour aud wages, and introduces pA 
orderliness and speedy well-controlled trafie ino FF m an gli 


| side the factory. : i A. : 
| he ‘receiver si eed When they eh : 


u 

FOILOPRINTER LTD. 
3,Grosvenor Gardens, 
London, S.W.1 
































Write jon: free toider. 


BIRM 1 oon AM, 


\ REDUCE 


PACKING OVERHEADS 


—S PACE, 


LABOUR, 
FREIGHT— 


THIS “FIBERITE” 
CASE TRAVELLED 
12,000 MILES 


` The illustration shows a “FIBERITE” Case 


which was one of a consignment: sent to 
Australia. There it was packed with 45-ibs. 
of dried milk and shipped back to England. 
On arrival it was unpacked, disposed of, and 
by a curious coincidence found its way back 
to us carrying a supply of stationery weighing 
over j-cwt. The case was still in sound 
condition as indicated in the photograph. 


with 









. ’s 
a ` mat? k 
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on Home. & Export 
Shipments "2 tre s peene 


Export Trade. Among the advantages from the export 
standpoint are the following : they occupy less space than 
ordinary boxes, they save shipping freights, their lightness 
often means a saving in Customs duties where the latter 
are charged on gross weights. They also protect the goods 
against pilferage and contamination. We shall be pleased 
to quote for and submit specimens of suitable cases 
on receipt of particulars of goods packed, weight, etc. 


“FIBERITE” CASES 


MANUFACTURERS : THAMES BOARD MILLS LTD., PURFLEET, ESSEX 
eee 








||| Business Buneers | 


AND 


BUDGETARY CONTROL || 


rity, % go 

rd CA LiT x5 BYA. Wi WILLSMORNS, F.R.ECON.S.. 

TY YPE. A : Budget Officer’ to Standard 

at eee, Telephones and Cables, Ltd. 
Outlines budget: control. methods used by 
leading British manufacturérs, and provides 
the reader with the foundation of a system 
that can be used to reduce costs, secure closer 
control of inventories and expenses, and effect 
a general improvement in the efficiency of 
management, particularily in the direction of 
securing a closer co-ordination of all activities, 


Demy S¥o. ! 1 0/6 NET. 238 pp. 


Order from a bookseller.or 


PITM AN "Ss PARKER STREET, 
KINGSWAY, W.£.2 






































The Intelligent Man’s Guide through World Se 
Chaos, by G. D. H. Cole (Gollancz, 5s. net). ee 

One is tempted to call this the simplest snd 
best outline of the causes of the present world 
situation yet published. For in his 750 pages, 
Mr. Cole has not merely traced the trouble to > — — 
its sources, he has also indicated the natureof o e 
its development and supplied all the statistics —— 
essential to its understanding. Searcely one 
of his 250,000 words, which may be purchased ts 
for the modest sum of 5s., is waste. His facts = 
and figures are all essential. Better still, he = occu 
has abstained entirely from the vocabulary of -> 
dismal science. There is not a sentence which 
is not clear at.the first reading. on 


Mr. Cole gives some significant agaregate i 
figures of the tremendous increase in world pro- 
duction which occurred between 1913 and 1929. 
Between these dates the world production 
foodstuffs and raw materials increased 
30 per cent., while the pop 
by 11 per cent. In| 


AD AL | increased by 20 per cent., popdiatiod byt 
R an FTON & SON Lip. PRODUCT! ON per cent. A single chart lays bare one of the = 
M, LONDON, 5. E. 9 i $ root causes of. the present trouble—the | 
: Deg Do you know > $ | necessity to finance the distribution of an 
~-that by our Mass Production if | enormous increase of _ 
Methods we can supply you with having any machini ; 


P d 20/-- 
si alge gates ei This is but one instance of the brilliant: 


from any Photo, Drawing or |] | in which the author has digested a mass of 
Sketch, and includes lettering. if | statistics for the plain man’s consumption. 

Send a postcard for samples and 
a copy of our booklet “ Photo- 












































- Speeds up work and 
avoids mistakes 

o- LOCALITE, light arm, adjustable in 

-all directions, complete with / 

. as down fi ting - - -20 m 




























It is perhaps a pity that he was not able to 
l Deneng D include one or two'charts showing the incident 
graphic Printing. a å ee 
a of unemployment during the past twelve years. 
B. MARSHALL & CO. He tends to concentrate rather too specially | 
FORD STREET, NOTTINGHAM. aithe downward slide whisk Geman with the 

i Wall Street crash in November, 1929. 


To the business man Mr, Cole may seem to- 
have over-simplified both the causes and the 


WHY DO WE REPEAT o eure of the present situation. But this fact a : 
THIS ADVERTISEMENT * | makes his outlines all the more distinct and 


Because the best all-round Reckoner is the —~ his book all the more readable. It shouldbe — 


“IDEAL” RECKONER | eve” business man’s bookshelf. 


ee Pray paiay up ee ani in l l e 
over 200 pages of Discount, Interes . ži 
Profit Ton end Cwt. Tables Withso | The Art of Central Banking, by R. G. 
valuable tables (indexed for quick | Hawtrey (Longmans, 18s.), 

reference} such as Multiplication 

Table up to 72x 100: Ibs. in cwts. The principal constituent of this book is 


ee ee T fer 100 and per Jan essay which traces tha art of pae — . ce 

g! Succession: Instalment, Sinking | banking from the early practises ofthe Bank aoe 

Metric and Pee ies Aea Denrectation pr of England and the first tentative use of Bank o 
Booksellers G/-, by post 6/4 Rate up to the matured methods that bhad: es 


GALL & INGLIS, sreciakisrs, | been attained by 1914. oe 
13, Henrietta Street isaac W.C.2, Berane 
and 12, Newington Road, Edinburgh: This oxperienon is thoro reconsidered the a 
and the problems of future policy. Along o ăč  ă< š 
| with the principal essay are others dealing 
| with such matters as French Monetary Policy, ooo} 
| the Wall Street. speculation. and collapse, and oo o o — 
qa critical examination of Mr. Keynes bo SS 






THE. | SWAN PR RAS 


| For PRINTING 
| WITH NEW DISPLAY. TYPES, 
|| UP-TO-DATE. SKETCHES 
| AND LAY-OUTS—FOR 
- ADVERTISING SCHEMES. 


| -ro 


STATIONERY 
TO SUIT THE NEEDS: OF 
it EVERY KIND OF BUSINESS 


€ 


/. MARK e Co., Ltd. 


THE SWAN PRESS 


he e Drapery, Northampton . Ib 
Phone + 461 | 






























‘Come to FOYLES 
FOR. BOOKS! | 


> New äna. ‘aecbndhanad: books on Business and ane 
other subjects, Over two million volumes. in. stock.” 
= Gatao free a boning your ant Crests. 






























: la Fundamentals ot Process Cost peras 
‘ing by. L. A. Wright, Associate of the Institut 
| and Works Accountants (Pitman, 









o- 1011 Layouts, bie Hory Hiss (4. G 
es e Ted, 5) 


oe assist the: copy. writer in his choice of words, 
ee but hitherto there has been little or nothing 
og in the way of a speedy reference. and guide 
o fe the layout man. Mr. Russell has produced 
something new—for the layout man, and 
o> particularly for the: active business man who, 
Rot possessing an advertising department 
or a staff artist, must draw up his own 
advertisements. 7 


Here are 101 good: "Troughs ” all ready to be 
used as they : stand or, better still, as a sound 
, which. new advertinement t iayonta 



















lg layout man or 





on to Advertising, a W. E. 
, tman, 7s. 6d.). 


Business Looks at the Unforeseen, by 
: Donham. (McGraw Hill, 10s. 6d.). 


isation, by Charles S. 
MD,” Be. D. (Camb.), ete. 
n, 3s. 6d.). 
Most of the many bates on this subject treat 
from the financial, economic and mechanical 
he majority neglect altogether the 
~The author takes a fresh 
oint and discusses rationalisation from 
biolc cal, psychological ; and social aspects. 
The work. falls naturally into two parts: 
ae | Desuece of rationalisation and advantages of 
the principle. There appears to be no bias 
towards. either side, Both the virtues and the 
undoubted “snags” ure frankly discussed as 
to their importance to business from the 
managerial and executive point of view. 
Particularly interesting are. the contrasting 
chapters on (a) the reductions in waste, 
improvements in production and distribution, 
the abolition of inefficient workers, and (b) the 
neglect of the human factor in management. 


The Importer’s Handbook, by James A. 
Dunnage, MLT.A., ete. (Pitman, 10s. 6d,). 
"How to Sell by Telephone, by John May 
_ (Efficiency Magazine, Is.). 
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| TAKE COLOURED PENCILS & IMs || 
















- Petroleum Distribution Actors, by Joseph 









SALMANGER MAP 
OUTFIT 


GAZETTEER and MAP OF 










ENGLAND AND -WALES 
with 
$ COLOURED PENCILS 


Tin ieee, 







Do you on ; or C ; 
instance, what a Nickeloid typetine ig ? ; : 


Write, on your business letterheading.” : 





gia 


al Tos” 





Ahan pele for our booklet “Mechanica 
SPECIAL OFFER — : 
The Gazetteer will be supplied 
separately at the Special Price 

of 2/6, post free 


and see if it will not inspire you to | 
something novel for your advertising, Lee 


illustrations and headlines. ee 





Towns under Counties, 
Populations, early closing 
and market days 


SALMANGER MAP co. 
Grove Park, London, S.E.12 


Telephone: Lee Green 3970/1 


No Builder's, Painter’ s, Window. 

ecleaner’s or Householder's equipe 
ment is complete without handy, . 
indispensable for-all-purposes 


FORWARD PATENT SAFETY 
EXTENSION LADDERS. 


Each 2-or-3 section p aooe Strongly 





with own Paper Mills 
Get a Lower Price kom ee 
Drayton. Ask us to 

Write for Fess Last XL.105, quote on your next job 


PARKER, WINDER & ACHURCH,LW., 
Woodworkers, BIRMINGHAM, 1. 
X.1.C, London: 4, Gt. Marlborough. Stw 





|DRAY 


: South Park, Falkar. 
Londen, 5. Wo 


printing since 1856 
-paper o over 200 ae 











A BIG POINT ZS 
in all business 467 
isg i= AP 
give Alrura „7 

ne O 7 | 
Pencils F inscribed 

` P withYOUR NAME 
o~ _Spermenan) antiena 


























MORNING RIDE 
tt» We are making a 
| || Special Offer to 
those in business 
= who can only 
ride in the early 
= mornings of 
*6/— per hour. 
Before 9 a.m. 
r stables are 
the ‘nearest to 















































today” to dose any 
chances of business ? 


The: impressions created by 


I : scale. 


w you will send us one of your present 
$f letter headings, we will tell you if 
| : _ we consider it good and appropriate. 
-| Let us know how many you order 

$ and we may be able to save cost 


eur production methods. 













ace, EARLY 


1. your letters may turn the 


| and improve the quality of work by 



















sult the Specialists | 
ee EE best in the long run. 

a. || able how few: firms have really studied 4 per: 
~~ fA and used this. mn thod. Out of the Jelusior 
f| twenty-three. pi Ta orok 
{| viewed, 
1 chad. ever usec 


a |  ebeietly adhered io it often does not 
have the desired effect, for many firms 
| and individuals do not seem to mind 
forfeiting the discount if they are 


allowed a longer period in which to 
pay. ) 
Stopping supplies uae an overdue 
account is settled can only -be 
indulged in by firms with a 
secure monopoly... Immediately be- 
fore delivery they demand a cheque 
in settlement. of the old account, 
threatening to hold up the fresh 
delivery until it is received. But in 
such circumstances, the customer, if 
he is in a position to do so, on 
receiving such a threat, is more than 
likely to send his cheque, close the 





account and deal elsewhere in future. 


The telephone is being used more 
and more as a debt collector; 
particularly by shops and stores 
which deal chiefly with women. A 
departmental official in one of the big 
West End stores told me that. their 
method of collecting is first a short 
reminder letter and then, if it is not 
answered within ten days, a tele- 
phonic enquiry asking “if we may 


up ond- 






five enlightened. firms told me that 
they rarely have much trouble in col- 
lecting overdue money. 










* 





So's: ‘account,’ he 
-The chief accountant of one of th 





“I makeita 
practice; he said, “ to get to know. -o 
personally as:many of the accountants — oe 
attached to firms with whom. we do < 
business as possible. I count lunch 7 
with one of them money well spent, a 
and, once acquainted, [ keep the i 
contact alive by dropping in to see 4 
them occasionally or calling them on” 
the telephone. Then, if one of the e 
firms gets behind with its payments, 
it is easy for me to call upon the | 
accountant and find out the trouble. 
Rarely have I found it necessary to. 
press for payment. The fact that 1 
know the accountant  personall 
weighs tremendously and I usuall 
get preferential treatment.” 

















In this Case the Managing Director 
is the Collector a 


The accountant of another concern 
told me that his managing direc 
always dealt | ‘with overdue — ode 
himself.“ Directly we see an 
account is getting out of hand,” he. 
said, “ a full statement is sent to the 








send our representative round for Managir 


i . account as we wish to balance 
our books.” This method is both 
firm and polite, and even if the debtor 
refuses to see a representative the 
cheque is usually in the post next 
morning. 


To return to the letter method of 
collection for a moment, this same 
official told me that they had found 
by experience that it is far the best 
way to post a request for payment by 
the morning maill so that it is 
delivered in the late afternoon. “A 
lady who gets a letter asking for 
payment of an account in the late 
afternoon,’’ he said, “ when her 
household work is done, is far more 
likely to give it attention than if she 
receives it at breakfast-time with 
other correspondence.’ 


The Personal Method, used this 
way, is Effective 
Firms which have given 


personal method of collection a 
proper try-out agree that it is the 





yminent firms inter- 
I could: ind. only five who 
- The nearest tt 1€ 


the 


It is remark- to show that the Collector should be. 









| your cheque in settlement of your with -co 


siders it serious enough, the chk 
goes round himself, and he generally 
comes back with the cheque in his 
pocket. I suppose the firms he visit 
are both flattered and frightened b 
his attentions, though he uses. thi 
utmost tact on his mission.” as 
Later I was able to have a few: 
words with the managing director, 
and he told me that he rarely has toov ao 
ask for the cheque outright. “They č = 
generally know what I’m after,” he o 
admitted with a chuckle, “and many. 
a time the man I’ve been to see o 
breaks the ice with some such. 
remark as ‘ Let me see, Mr. ......: piu T 
don’t we owe you a little account? = 
In any case I do not press for 
payment. If one cannot get it by 
pleasant means bullying will not have © 
the desired effect, and a writ or > o — 
county. court summons is the only oe 
resort left." y 
In both these cases the colléctor’s 
position is significant. In one case 
the accountant, in the other the 
managing director. “This would seem | 
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\SPENDING TO SAVE 


TIMES WHEN ECONOMY 
CEASES TO BE A VIRTUE 


By THOMAS DIXON 


e are told by certain students of 

economics that as a remedy for 

business depression it is the duty 
of everyone to spend money ‘ to get the 
wheels of trade moving again.” Thrift, 
hitherto represented to us as one of the 
major virtues, has become, according to 
this school, a positive vice. 


Whatever the private consumer may 
think, however, the business man 
doesn’t see things quite in this light. 
With an almost unbearable burden of 
rates, taxes, rent and wages to carry he 
may be forgiven if in seasons of dull 
trade he turns a deaf ear to the 
blandishments of the *‘ spendthrift ” 
school, and prefers (if he can) to keep 
his money in his pocket. 


Too Thrifty 


Nevertheless, it is possible to be too 
* thrifty.” Wise expenditure—the spend- 
ing of money that will return with 
interest—can never be wrong—may, in 
fact, be a positive duty. It is the 
highest prudence to spend in order to 
save—or to make—money. The man 
who refuses to do this is simply not 
getting all he should out of his business. 


Supposing, for example, that a manu- 

cturer is making 10,000 articles a year 
at a cost of £71 each and a machine is 
invented that will reduce the cost to 10s. 
each. Would it not be foolish to refuse 
to buy the new machine because it would 
cost, say, £250? The manufacturer 
who refused to do so would soon lose his 
market to more enterprising rivals, who 
would immediately undersell him. 


That, of course, is the everyday story 
of The Dictaphone. The man who relies 
on shorthand for business dictation is in 
the position of the manufacturer who 
refuses to purchase a machine that 
would save half his operating costs. He 
is paying twice as much as he should 
for the output he gets. 

The Dictaphone saves far more than 


the money you spend on it. It is an 
excellent example of wise expenditure, 


because the money you spend comes 
back to you with handsome interest. 
And in the meantime the money you 
needlessly waste on shorthand is adding 
to your ** overhead "’ costs, cutting your 
profits and reducing your income. 

Think for a moment of the saving you 
effect in your own time when The 
Dictaphone stands on your desk always 
ready for work. You never wait. It 
does not matter what your secretary may 
be doing: alone with your Dictaphone 
you have always within your reach the 
means of starting your executive inten- 
tions and purposes the moment you have 
the impulse to do so. In other words, 
The Dictaphone gives you direct personal 
control over every current feature of your 
business and there is never a moment of 
the day when you may not be doing 
constructive work. 


Making More Business 


Think, too, of the time and labour it 
saves your secretary. With no short- 
hand to write she is able not only to 
type more if necessary but to take off 
your hands a mass of routine and detail 
work that hinders your best constructive 
efforts. An hour a day for yourself and 
at least two hours a day for your 
secretary is the direct saving immediately 
effected by the introduction of The 
Dictaphone. How much is that time 
worth to you every year? Much more 
than you need spend on The Dictaphone. 


Not only will The Dictaphone help you 
to save money but it will help you 
actually to make more money. Saving 
you in your daily work at least an hour 
every day, it gives you an hour that you 
can devote to the development work that 
will increase your business. If you want 
to work comfortably at home in the 
evening, or stay an extra hour at the 
office after the staff has gone, thinking 
out the problems that beset you or 
‘clearing up ™ matters for which the 
daily rush has given you no time, The 
Dictaphone will give you just as much 
extra time as you ask it. It is never out 









and never tired and it will work, in or 
out of your office, whenever you like and 
for as long as you like. 


Thinking Aloud 


The use of The Dictaphone is rapidly 
extending among responsible executives 
whose duty it is to plan work for others 
to execute. Quiet and secure from 
interruption, they find in The Dictaphone 
the one perfect means of “ thinking 
aloud ” their executive plans and ideas, 
catching them in full detail the moment 
they are conceived. And, as every 
business man knows, the very best ideas 
are often born at times when no 
shorthand-writer is available to record 
them. 


The Dictaphone offers you the only 
perfect means of controlling your work 
and working just as you want to. H 
ensures your executive independence, 
because, with The Dictaphone, there is 
no hour of the day or night when you 
may not be doing real, vital. executive 
work, 


Investigate The Dictaphone for your- 
self. To do so will cost you nothing. 
Fill in and post the coupon to-day 


THE DICTAPHONE CO., LTD. 
(THOMAS DIXON—Managing Director). 
Kingsway House, Kingswat 
LONDON, W.C 2. 


And at Manchester, Birmingham, Liverpool, Bristol, 
Glasgow, Leeds, Newcastle-on-Tyne, and Dublin 


POST THIS COUPON NOW 


The Dictaphone Co., Lid 
Kingsway House, Kinwetray, 
Loudon. W.C.2 


Dear Sirs, 
Kindly send Mr. 


Hutchinson’ 
* Office Methods and Practice." 


Ho LA 













IN THE 
NEW 
MODE 


TO MATCH YOUR 
COLOUR SCHEME. 


H 54 


HOTCHKISS PLIER 


F 4 BEAUTIFUL COLOUR COMBINATIONS. 

- BLACK AND RED - BLACK AND WHITE 
~o BLACK AND GREEN - CREAM AND CORAL 
-OPERATES EASILY AND EFFICIENTLY. 


tapling correspondence together (up to 30 sheets), 
taching price tags to goods, leather, fabric, etc., 
weing bundles in shipping departments. Ideal for 
Eos aking Tepe paper costumes and other paper novelties. 
























































TT & = LONDON 


erat 1. > l “Phone NAT. 0055 for office appliances 


Can pre be achieved 
by Efficiency . ... 


Ltd., 








1 “British business houses have proved 
| indisputably that “ Seldex” visible card and 
| strip indexing equipment is more efficient, yet _ 
| lower in cost, than any other equipment of its 
| type on the market. These are the least of 
| the many pronounced advantages which 
| “Seldex” equipment has over other systems. 













“ Serpex"’ is available and 
ig better for every phase of 


reco ; 
BEDGETING PERSONAL 
STOCK CONTRACTS 
COSTING SHIPPING 
INSURANCE PURCHASES 
AAACHINERY PRODUCTION 


Write for dhlestrated details, 









= Senpax ” iş 
alse supplied in 
the form of wall 
panels and 
rotary fixtures. 
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Recording Systems 
i SELECTING CO., LTD. 










Clear-speaking, efficient, fool- 
proof, a really faithful servant 
which is earning its keep all the 
time. 
Our new instrument GH.) with 
bakelite case and trans- 
mission features is 
production. 
Write to-day for quotations and wea. a 
literature, and particulars of W e 

our 7 system. 
Ericsson Telephones Ltd. 


67/74 Kingsway 
London, hah 










Telephones: Holborn 3271/3 | 





Business is good for the firm who uses Priestley = 
Displays. Attract the public to your goods by Better 
Displays—the cheapest form of good adverting. as 


DISPLAY 


We are acknowledged leaders in the country, 
National Advertisers use our service. 


EXHIBITION STANDS 


You will see and admire our work at most big Exhibition oo. 


PAINTED PUBLICITY oe 
We have a large and ne ee saf. of artists ando l 
craftsmen. 


SELECTASINE 


Multiple Displays, Signs, ete at short notice and low prices. 


PRIESTLEY STUDIOS. LTD. 
DISPLAY ARTISTS Cas 
Commercial Road, GLOUCESTER _ 
Telephone : 2350. i 


: ti fice: 42 NEWGATE ST., E. c. l aE 


_ Telephone: Central 9604 


ane 
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‘MODERN BUSINESS,” “SYSTEM,” «BUSINESS 
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DECEMBER 19 ae Th ard 
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These New SAPRO na Affect Your 
Business? - - . - by C CHALLEN 


How Motor Transport Can Build up a Business - ty ERNEST DAVIES i 7 
The Broader View  - -> =; by ROBERT R. UPDEGRAF? 
‘How 5 Firms Got More Out of Their Salesmen 

The Trend of Business for December g 


How 6 Firms Prevent Waste of Dealer-Aids - hG W. SONGE 
Does Your Distribution Avoid the Inefficient Retailer ? 

Ideas Which Have Increased Sales 
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igle: The Secret of enea Selling 
Portable ae Can Increase Your Sales Campaigns by ROLAND PRICE 


o; PRO DUCTION Handling Methods Which Have Made Big Savings - b F.G. PARSLOE 2 — 
cL Equipment, Methods How to Keep Your Staff Healthy and Efficient - by A. C. GRENNELL 27 | 


OFFICE PRACTICE Furnishing a Modern Office for the Modern Business Man 
 Fanipment, — Do You Know?... - - - - 


Business Books 


@ The January 1933 issue of BUSINESS will be a special number marking A | 
25th ANNIVERSARY of its leadership as an advocate of Modern Busines: 

- Methods and Equipment. This number pi contain a review of the pe 

years of business progress and will reveal particul. h devel 
_ Appliances, Systems and Services has e 
9 round efficiency which alone makes possi le 

In addition, there will be man: 

wn concerns are plann ing: 
1933. -D 























Lb th tin 
ON AN EGRY 


NY 'ODERN business practice demands One turn of the handle delivers Write for comprehensive 
ivi bigger return from expenditure. 2 to § clear and unalterable copies illustrated literature or a 


: Bain bave ‘ceased to pay for wasteful , i TE 
-routine operations by adopting the inex- maticaNy presenning . fresh set More than forty hand and electric 
e R ready for immediate use, and models, comprising Cash Tils: 


and efficient * ‘EG * register. y i ae 
yall and inexpensive device eliminates retaining—in certain models— ‘Summary and Analysis Machines, 2 


ve work such as interleaving of one copy inalockedcompartment, are available. r 
er, the handling of stationery, etc., for checking purposes. Our ‘London ‘Factory i í 
ith : P | equipped for the manufac 
a 







og ty ET ae T 
j ae fees ay if, 
“, r EA fi 
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Fp y > R i a E: Nek otg 
Marise Ordes. cati Sale EGRY Registers have been continuous saat! for use in 
, : P urchase Orders boil atone veer adopted tor gr eater control , Our Registers, but al SO for the 


Goods Inwards 


he 
ty 


FES 


accuracy, speed and economy by: manufacture of Continuous Roll 
Manufacturers, Wholesalers, Retailers, | 


Mail Order Houses, Hotels, Turf Billing 1 Machines | 
Commission Agents, Shipping and Fisher, Underwood, Remingt OB 


Haulage Contractors. Garages, ete. Smith Premier, etc. 


PRICES RANGE FROM 7 TO 43 GNS 


Write jor Sarclar of the 


| WARPLE WAY, ACTON, W.3 
EGRY Cash Till TELEPHONES SHEPHERD'S BUSH 243: & 4484 


a Forty years’ experience enables us to 
== claim that this is the best, cheapest = 
(Baad safest of its type on the market 















iN : INSURE YOUR 


Against the Waste basket ! Our new methods of production and designs for sales letters will go fae 
-in giving them attractiveness . . . readability ... . Sellability. If you think your Direct Mail can be 
improved, it will pay you to write for full particulars describing this service, Te $ Bee of e course. | 
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|} USE THIS 
|} COUPON 


If you desire information from 
the Editor or from Advertisers 


H oe sheennewniawunassnnnthyrnnauassnararsinesnenennaceenesenaenneserscemnmnennsnesanananunancennaninenanaununterteserasnusersennnennuanesnunssensnsuccineninireiivennntsatentsensnibiiinsmai chains: RAKE i cio Eee. aegis EES 


Ib To BUSINESS Service Department, 6 Carmelite Street, E.C.4 


| Please send, without obligation, more information in connection with advertisement 
s Sivan ormens) in the December, 1932, issue of BUSINESS numbered below, 
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ae Tae ae: 


Issued by The institute of Incorporated 
Practitioners in Advertising, 3-4 Clement’s 
in n conjunction with 


Inn, 
the 


Engravers and Master Printers, etc. 





An open letter — 





to ‘the manufacturer who doesnt 
believe inadvertisind’........ 


DEAR Sir: It is difficult to write 
this letter to you because, as a 
matter of fact, you don’t exist. 
Like every other business man, you 
use and depend on, advertising. 
You may not know it, but you do. 
Every letter you write to a prospec- 
tive customer is an advertisement, 
every call your travellers make is 
an advertisement, your plant is an 
advertisement, your products them- 
selves are an advertisement once 
they have left your Works. For 
advertising is the art and science of 
“ making known,” and if you did 
not make known your products, 
whether they be battleships or 


it pays to 


of Master Process 





shuttlecocks, suspension bridges or 
suspenders, no one would ever buy 
them. 


As your business would be im- 
possible without advertising in some 
shape or form, is it not worth your 
while to take advantage of those 
methods of publicity which have 
proved their soundness in all 
branches of commerce through a 
generation or more of drastic 
testing ? Is it not worth your while 
to discuss the matter with an expert 
whose whole existence depends on 
his ability to create sales for his 
clients ? Call on such a man without 
delay, discuss your problems with 
him frankly, and let him be the 
architect of your greater fortune in 
the brighter days which lie ahead. 


ADVERTISE 












3 abe bie business 
Ses sh has been outstanding 
the face of a long period of 

ndustrial depression. ` 


| It. is always interesting to look 
n enes of these successful 
to see what are the 
policies which the management has 
` mployed. 
With business conditions all awry, 
y -conceivable obstacle 
sing to ‘militate against the normal 
: rowth ofa concern, it is no small 
achievement to have continuously 
= expanded markets and increased 
turnover, 
Mr. D. P. Dunne asserts that the 
basis of his company’s success, given 
a quality product, is due to factors 
= which fal under two main heads. 
They are: 
: 1. The formation and maintenance, 


at high level, ofan. esprit de 
corps among the whole of the 





es Stat, 
2... A keen perception of new 
-o tnarketing — opportunities and 
instant activity to take advantage 
of- them. 
Of the two, Mr. Dunne gives 


priority of place to the first men- 
tioned, for, he contends, without a 

hundred per cent. enthusiasm, co- 
‘operation and work from every 

















anisement e can ever me: “a: 


by F. P. POULTON, from. an Teew with 


D. P. DUNNE 


“and the objectives set t by a capable — 


management are pretty sure to be 


achieved.” 


To build the man, therefore, is one 
of the main objects which the 
Chloride management keeps in view. 


As an indication of the importance 
with which this personnel building 
is regarded may be cited the firm’s 
training scheme. 


Youths of approved educational 
standard are accepted and given jobs. 
There is a Traineé Committee consist- 
ing of three executives: one each 
from the sales, technical and secre- 
tarial sides of the business. Under 
the vigilance of this Committee the 
recruits work for two years. They 
are moved about from one job to 
another. The Committee maintains 
close contact with them and gradually 
gets to know the natural bent of each 
recruit. 


Plan to provide suitable men for 
future Executives. 


As their various abilities begin to 
unfold these young fellows are passed 
to departments where their poten- 
tialities will have the most chance of 
development. 

Not all, of course, 
necessary material inherent within 
them. These have to go. It cannot 
be otherwise when such a rigidly hi gh 


reveal the 









ana a staff oie ial 
tives, Mr. Donne manta 

of vital importance f 
Wherever possible C 







therefore, to have. suite ay 
draw upon. 


This Trainee Scheme i bat o pas 
tively new development ghac 
Chloride organisation. It -has aot yel 
been in operation sufficiently long to 
prove, in actual practice, all that is 
expected of it, Et is, however, : 
typical of the “ long wre with o 
which the management is concerning > 
itself in its formation of plans to meer 
present-day conditions, — | 


Let us see what this Company ha us = l 
done on the marketing side. “Mere. o 
anywhere, the fexibility of Manage: 
mentis well shown up. “Policies. have 
been formulated and acted upon s0 


that. no opportunities have been 
missed. 
Take the market for wirclede 


batteries as an example. 
The Company made Exide batteries. 
oe wise cape For at 














knell of many a manufacturer. 
Ghloride, however, instantly softened 
the blow, even turned it to their own 
advantage. 

Their technical men got busy, they 
actually invaded the radio manufac- 
turers’ camps, showed them by actual 
demonstration that, even though all- 
mains sets have some advantages, 
battery sets still offered superior tone 
in reproduction. 

This campaign convinced the radio 
men. Many manufacturers who had 
gone off to specialise in mains sets 
added new battery-operated models to 
their ranges. They advertised the 
battery as well as the mains sets, 
showing that the former scored in 
both tone quality and price. 


Instead, therefore, of the consumer 
demand for radio batteries falling off, 
it actually increased. A shrewd bit 
of marketing. 

Similarly, by flexibility of policy, 
the management turned the develop- 
ment of the electrical grid system to 
its own advantage. 


How Live Management Creates New 
Marketing Opportunities 

It would be quite logical to presume 
that the national distribution of mains 
current to every country district 
would kill trade for a firm which made 
a business of selling storage batteries 
for private and local electric light 
plants. 

Chloride, however, utilised the 
rapidly developing system of distribu- 
tion as a means to create and launch 
an entirely new product consisting 
substantially of the same type of 
storage battery as that previously sold 
for private lighting sets. 

The technical department of the 
company, confronted with the advent 
of the grid system, saw that, excellent 
as the new development may be from 
the user's point of view, it had certain 
drawbacks which were absolutely 
inevitable. It perceived that the grid 
system, with its miles of exposed 
cables, was open to interference by 
outside agencies (aircraft, birds, 
storms, malicious tampering, etc.) to 
a much greater extent than the less 
widely distributed underground cables 
of the old local supply companies. 





Some current failures were therefore 
inevitable, even under the best 
conditior’s. 

Chloride seized this opportunity to 
design and market an emergency 
storage-battery system. The “ Keep- 
alite,” they called it. This is an 
arrangement of storage batteries 
which is merely installed and 
connected up with the ordinary 
electric mains. The moment the 
mains current fails, the emergency 
current from the batteries auto- 
matically cuts in and maintains the 
lighting without any interruption 
being noticeable. 

The measure of safety against 
theft, loss of working time and 
general disorganisation which this 
emergency lighting offered to business 
houses, factories, hospitals, institu- 
tions, etc., was advertised, and again 
the demand for storage batteries did 
not fall—but increased. 

It is not surprising, therefore, that 
success follows a marketing policy 
which is so quick to adapt itself to 
meet changing conditions. 

But marketing is not everything. 
There are other ways, too, in which 
management must follow a progres- 
sive policy if expansion is to continue. 
In matters of production, output must 
be, kept up and costs to results must 
be maintained at the proper ratio. 

The Chloride Company have 
engineers continually travelling in 
various parts of the world. Part of 
their duty is to seek information which 
will lead to better products, new 
products and improved methods of 
manufacture. 

In this search these engineers do 
not confine their investigations to 
electrical plants. They visit paint 
factories, chocolate factories, motor- 
car factories; indeed, every plant 
where mechanical processes are 
carried on. They are searching for 








One of the policies which Mr. 

Dunne most strongly urges is: 

BUILD THE MAN. Do that, he 

says, and “the objectives set by a 

capable management are pretty 
sure to be achieved ” 


highly 
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ideas, and the basis of an idea which 
may revolutionise some process in 
battery manufacture quite possibly » ° 
might come from an engineer's idea f 
of doing some little thing in a paint 
works. 

The travelling engineers submit 
reports of everything they see. These 
masses of information are sifted and 
sifted again. Every grain of worth 
is abstracted from them and every 
possible new development is incor- 
porated in the Chloride works at 
Clifton Junction. 


No out-of-date or uneconomic 
machinery is allowed to monopolise 
expensive floor space that could be , 
more profitably occupied by the 
newest plant which can turn out a 
better job at a lower price. 


Another factor, or rather two 
factors, which have been responsible 
for Chloride’s success are : Customer- 
service after the sale and continuous 
advertising. One of Chloride’s 
leading lines is, of course, lighting 
and starter batteries for motor-cars. 
Few motorists, however, even those 
who know something of mechanics, 
really know anything about the care 
of a starter battery. : 


Chloride found that what few 
complaints were received from users 
of car batteries arose through in- 
attention to, or mishandling of 
batteries during replenishment with 
water, or recharging at badly 
equipped garages. They therefore 
appointed approved service stations 
throughout the country as special 
Exide Service Depots. At these 
depots the staffs were given special 
knowledge of Exide batteries so that 
they could attend to users in the best 
possible way. What is more, the 
company boldly advertised this 
service. Motorists were educated to 
the point of never attempting to 
attend to their own batteries, but to 
go periodically to the proper service 
station to have the batteries checked 
and adjusted. 

This policy, by protecting the 
batteries, increased user appreciation 
of the product and goodwill towards 
the company. As a policy it was 
profitable. 
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factories have opened their doors in 

this country since last November, 
in nearly every. case for the sole purpose 
of surmounting the Government’s tariff 
policy, 


All these factories are now in produc- 
tion, giving work to about 8,000 British 
workmen and some 600 foreigners 
temporarily employed in supervising 
the erection. of special machinery and 
_ training British workmen how to handle 
«dt. “These men are on short permits only, 
~~ and will not be allowed to remain in this 
Sce cceguntry once their job is finished. 


| Ok hundred and seventy foreign 








= OF the 170 factories now in production, 
_ 86 are of Gaman origin, 17 French, 14 
Ai 12 Belgian, 14 American, 9 
< Dutch, and 16 other countries are 
“oo represented, 


©- The majority of these factories are 
© around London, especially to the West, 
where over 50 new factories have been 
opened employing over 2,000 people in 
production of electrical goods, radio 
goods, toys, dresses, cosmetics, lace, 
_. nails, perfume, toilet articles, chocolate, 
= WAX paper, carpets and knitwear. 












North London, around the new indus- 
rial area. of Watford, Welwyn and 
rth, contains 40 more of the new 
factories, — employing 1,400 people in 

making vacuum cleaners, raincoats, 
Fok fancy leather goods, dried milk, patent 
=. goods, scissors, watches, glassware and 
».. pharmaceutical products. East of 
oe ondon a further 40 factories will be 

< found, employing about the same 
number of people engaged in producing 
“paint, razor blades, corsets, tape, 
perfumery, biscuits, fibre suitcases, 
underwear and other articles of clothing. 





New Factories Making over 
60 Varieties of Goods 


-South London has only 8 new factories, 
including one for the construction of 
wireless goods and another producing 

«fancy goods. In the Midlands are 7 
<io pew factories, Lancashire and Cheshire 
ae have I4; Yorkshire 3, and there are two 

or three others in different parts of the 
country. 


> Over sixty different types of article 
are. being ‘made in the 170 factories. 
‘Phere are 7 factories engaged i in making 
electrical goods, 5 in wireless sets or 

F parts, and 3 each busy with fancy goods, 
paper ‘and chemicals. Nearly a dozen 
ae sorts of clóthing-a are ¢ being produced, and 








it graphs _ | contain 


that t he foreigner values ithe 





re They Affecting YOUR E 


By C. CHALLEN 





170 Factories newly erected or 
purchased in Britain by foreign 
concerns, are now in production. 
Others are building or about to 


start production. Soon 250 will 
be in operation. True, they em- 
ploy British labour and much 
British material, but what about 
the markets to which they sell? 


Are they competing with you? 
What are you doing to adjust 


our selling plans to meet this 
inevitable competition? So far, 
Britain has only started a dozen 
new factories in reply to this 
campaign. In the meantime the 
competition in the markets, both 
here and abroad, grows stronger 
and stronger 











British market so much that he is pre- 
pared to lay out a considerable amount 
of capital in the starting of a new factory 
at a time of acute depression in order to 
retain his trade, which tariffs threatened 
Benes 





to put on an unprofitable basis. 
further ASN the. extent: 


f the answer is that the 
| affect the British manu 





able to continue business even without 
the cheap labour and raw materials they 
have had in the past when manifncter. 
ing in. their own countries, 


What every British manufacturer and. = 
trader wants to know about these 170. 
new factories is how they nae faring, 
whether they are increasing employment 
and internal activity, and whether ihe: 
offer him any market for his.own: goods 
or services, or whether there is any 
likelihood of their havi ing any effect apon 
his own markets now or during the next 0S 
year or two. | 


The answer to the first af these: 
tiens is that the new factories: 
as well as is to be expec! 
that not one of them is yet 
year old. And to the $ 















y materially onee t 
up to their job. 





Foreign Concerns are increasing 
Output to Reduce Costs 
Enquiries at half-a-dazen of | 
factories, chosen at randi 
ryo, in each case bri 
information that those 
satisfied with the pro 
and that all of them fe 
to be definitely est 
country. 

“i is hardly Hke star 
business, the manage r ø 
chocolate factory near § 
= We have the orders and ivy 
long contracts, so that the actual 
establishment was not an. undue, stelt to 
take. The oniy change ls dhot our. 
production costs. are higher, and oes 
therefore more than ever important thai 
we not only retain our present busimess > 
but augment it by finding fresh outlets: 
for our goods.” 

One of the directors of a new wirdess.. 
factory in the same district said much: 
the same sort of thing: “ We've: made 
a good start," he said, “ but labour Costs s 
money over here, and we shall have | 
increase our output if we are be ERIEN 
last year's margin of prolis” 


A third firm said that they bad already 
increased their turnover since beginning 
production in this country without the 
aid of a special campaign OY sales p 
They attributed the improvement too rhe: 
fact that iiny of their custome, pre- 

jon i i 
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ig estimated that they will be employing 
twelve to fourteen thousand British 
workmen, and they will be producing 
nearly twice as many goods as their 
owners previously imported here from 
abroad. 


But even this is not the full extent of 
the foreign invasion. Enquiries for 
sites are still reaching the London 
Chamber of Commerce, the Board of 
Trade and the railway companies from 
manufacturers in many parts of the 
world, and it is estimated that by the 
end of next year there will be over 250 
new foreign-owned factories producing 
goods in England for the English 
market. 


It was anticipated and hoped that with 
the coming of tariffs British manufac- 
turers would be presented with the 
opportunity to increase their production 
and fill orders which previously went 
abroad, and where the particular goods 
required were not made in this country, 
set to and open factories to make them. 


The records show that British enter- 
prise has only managed to start about a 
dozen factories to make goods formerly 
imported, and the majority of these 
should have opened earlier to have 
secured as many connections as possible 
before the foreign invasion began. 


The last twelve months has been little 
more than a time of establishment for 
most of the foreign firms who have 
opened factories in this country. It is 
next year which will see their real 
challenge to British manufacturers. In 
most cases their previous contracts are 
not enough to allow them to maintain 
their former profits and they are bound 
to seek fresh markets for their goods. 
It will not be long before the British 
manufacturer begins to feel their 
presence, and to find himself in severe 
competition with them, Now is the time 
to do much in forestalling that competi- 
tion by getting into the markets at which 
the foreigner will aim and building a 
strong foothold there which he will find 
difficult to dislodge. 


Those 170 foreign factories established 
in this country have done many things. 
They have shown the faith of the 
foreigner in the value of our markets. 
They have meant in many cases the 
letting of premises which had long been 
idle, and in others the erection of new 
buildings. They have given employment 
to thousands of British workmen. They 
have increased the use of British raw 
material. So their coming has been felt 
in dozens of industries and trades. But 
they will do the most good if their 
activities awaken British manufacturers 
to the markets to be found all around 
them which they have neglected so sorely 
that foreigners find it worth while to 
invest their capital in supplying them. 


The quty of the British manufacturer 
is to look into his marketing plans from 
every angle. I was given an example 
only last month of how the foreigner 
over here is beating the British manufac- 
‘turer on his oWn ground. I hope the 
example is not typical, though my 
informant, a buyer at a West End store, 


assured me that it was. » J 


‘range of the 


A salesman of British-made pencils 
came int@ the store and asked for an 
order. The buyer took the salesman to 
a display counter and showed him some 
foreign pencils. “ Look at them,” he 
said, ‘* all packed in beautifully-designed 
novelty cartons suitable for gifts. We 
can display pencils like that—and they 
sell like wildfire. Before I can sell your 
British-made pencils in like quantities 
we have to repack them in specially- 
designed cartons. Why cannot your 
firm turn out stuff that will sell? I 
know your quality is good, but that is 
not sufficient to-day: the goods must 
first attract the eye. If people don’t 
notice them they won't buy them. There 
is, of course, a class of customer who 
asks definitely for your brand by name, 
but the proportion of customers who do 
that is absolutely negligible; we cannot 
live on the business they bring in.” 


In spite of this strong argument the 


a M 
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salesman replied that oh, he didn’t think 
his firm would turn out their stuff like 
that but he would see them about it. 

I was given another instance, which 
concerned ladies’ dressing-cases. The 
British cases were lined with moire silk, 
as they have been for twenty years past. 
A foreign firm working over here had 
brought out a new line lined with a 
novelty tweed, and they were selling 
like hot cakes. 

When the traveller for the British 
product came the buyer showed him the 
foreign cases which were going so well 
and asked him why his firm did not 
produce something like that. 

“ Good lord,” replied the salesman, 
“ what on earth do your customers want 
that stuff for ? ” 

At such a remark the buyer was 
dumbfounded. He cowd not even 
criticise such an outlook. That was an 
absolutely genuine incident, 





How MOTOR TRANSPORT can 


Build up a Business 
By ERNEST DAVIES 


of doing much more than passively 

filling the gap between merchandise 
stock and delivery. Selected with dis- 
crimination and applied with forethought 
and enterprise, it can constitute a 
definite building force, a means of 
creating and developing new business in 
a way impossible by any other means. 


Take the following case. A baker 
and confectioner in a well- known 
residential centre in Kent, in less than 
two years trebled his ‘ rounds ” 
business in outlying districts and doubled 
the turnover of his shop located in the 
High Street of the town concerned. 


This man, at the outset, did an 
ordinary baker’s business: bread, flour, 
a few plain cakes and so on. He then 
added well-made fancy pastries, and 
with these he did a good counter trade 
in the shop. 


Fer doi motor transport is capable 


It then occurred to him that if he 
could also get these pastries out to the 
surrounding country districts, fresh, and 
in time before tea, he might improye his 
trade in them, 


He had two light vans for bread 
deliveries and to these he added two 
special shelves to carry pastries. On 
the after- n 
noon rounds 
these vans 
were sent 
out to 
selected 
districts 
carrying an 
attractive 





freshly-made 
cakes. Each 
r o undsman 
was given a 


special dis- 


f - -= p ae 





play basket which he could show at his 
various calls, 


This service at once proved popular 
among customers. The consignments 
of cakes proved insufficient to meet the 
growing demand. 


Another light van was added and the 
area of delivery — of cakes — was 
widened. Then the new customers who 
took only the cakes began also to take 
the bread. They told their friends about 
the service, and these friends became 
regular customers. 


The business grew rapidly, on the 
principle of the snowball, until still 
another van had to be added. 


The new customers in the outlying 
districts also began to patronise the 
confectioner’s shop for tea when they 
came into town, so the shop also grew. 
Cards, neatly printed, were placed on 
all the tea tables, stating that fresh 
pastries were available, on all the bread 
delivery-vans. 


At the end of two years this 
tradesman had six light vans running at 
capacity. He was delivering up -to 
fifteen miles from his centre. This 
whole business was built up by the 
intelligent use of swift motor transport. 


ex A small 
poultry- 
farmer in 
Essex in- 
creased his 
business in 
a similar 
way. Motor 
transport 
enabled him 
to break 
away from 
his very 
modest local 
trade and to 


n a tte 


mall service, that Bes e` man 


‘man a regular comp 
‘used his common — 





gued that what he could do 
jotel he could do for another. 
<- — He canvassed the West End hotels, and 
got some of their business. He bought 
a better and faster light van (second- 
hand), and painted on the side “ Poultry 
Express.” 
acep hes hotels gradually found that no 
= matter how pressed they were, or how 
> e unusual the order, the Poultry Express 
= always delivered on time and never 
= let them down. They gave increased 
z jusiness to the farmer, who bought a 
econd spec dy van and gave still quicker 













sie specific in instances chow: 
build upi = natal te | 







To-day, that poultry farmer has four . 
express. vans of the latest model. 
Eg Several leading hotels depend on him, 
: and his business is ie pai 


The: ‘heavy lorry, can build 
aes business, A. eurer of portable 
- = buildings with a small trade three years 
= ago is now a big business man with a 
factory. running on mass-production 
= lines. Ask him how he progressed so 
quickly and he will tell you that he 

sed fast motor transport and beat his 
yetitors at every turn. 


is how the business. in portable 
igs was formerly done... 












t a certain price. 


| A farmer. 
is order for, say, a large chicken UP 
| The manu- 
‘turer had to are bee the Lovee 
S tions, | ie 





e portable b building, an 
‘he loaded the sections straight from his 


a 


ce hae price oe 





The 


By ROBERT R. UPDEGRAFF 


The Tonic of 
High Hope 

Says my friend, George Matthew 
Adams, ‘* Disappointment causes a 
tremendous chemical change through the 
entire body machine, lowering its power ; 
whereas high. hope or happy surprise 
lends a healthy tonic that is more potent 
than the most effective drug, 
permanent in contrast to the temporary 
effect of the drug.” | 


kea 






The World's 


“ Finishers” 


In a factory the other morning l saw 


a man who was sticking to a mean task 


in such a fine, persevering. spirit that 
I recollected a saying of Bert Moses 
which I have treasured for years. H 
runs: * The world consists of three 
kinds of people—those who never start 
anywhere; those who occasionally start 
somewhere; and those who, having 
started, hang on to the finish.’ The 
last is certainly a British characteristic. 


-> 


Meeting Postponed 
for Results 


Cabinet Minister of a country 

which must go unnamed was called 
‘upon by two factions of a great industry 
to preside at an important conference of 
all the interests in that industry. The 
meeting was arranged for eleven o’clock 
on `a certain morning, when the 
grievances of the two sides were to be 
aired and some solution sought. 


When the time for the meeting arrived, 
the Cabinet Minister and four representa- 
tive men of the industry were closeted 
in a hotel room near the hall where the 
meeting was to be held. They were 
having a preliminary discussion of the 
matters at issue. They were waited 
upon nby aman from the conference hall 
ii inded that it was: o’clo 


and 

















His four confréres in 
regarded him in amazeme 
a formal meeting after — 
assembled | 


| Have you > gent 
actually the domin: 
sentative of. the two 
troversy, mot ser 
twenty bie 
, ance a 











and pice that to the 
ratification ? ” 


~The answer was ooo: 





proposal, “ratified i 4t and ai a 
everyone well satisfied, 


fis a: a Aa man to ke i 








self-Pre deding 


A ted pse hologist, i Ue 
estimates that Ahe average 1 





25 per cent, “of hie ‘phe kal: powers 
With all possible allowance es for ap ae 
average that is none too high, i would: 
seem. that all of us have a considerable: 
distance to go before reaching the tim ae 
of our abilities. weedy 
Incidentally, it is an interesting ee 
thought that the more successful o fen oS 
is, the less incentive there 1 is for AL 
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How Five Firms— 





Obtained 


When depression overtakes a firm the 
management at once thinks of cuts and 
economies. Here is a firm which adopted 
the much more obvious and more effective 
remedy of — SELLING MORE GOODS. 


he other day a large wholesale 
T rouse, which sells anything market- 

able, from butter to the latest play- 
time gadget, held its third economy con- 
ference within a month. The Chairman 
told the meeting of directors and depart- 
mental heads that every idea for cutting 
costs suggested at previous meetings had 
been used. The business had been gone 
through and through by men who knew 
that unless they could find something on 
which to save money their own jobs 
might be in danger. Every conceivable 
expense had been cut, every outlet for 
money examined and narrowed down to 
the limit. Yet expenses were still too 
high. 

What was to be done? The firm, the 
Chairman said, had fought against an 
all-round wage cut, though several large 
shareholders had suggested such a 
course. But now it seemed the only 
way. The meeting had been called to 
see if even yet some alternative could 
be found. 

The Chairman asked for suggestions, 
and his invitation was accepted by one 
of the oldest men in the room. His 
suggestion was simple. ‘* We can’t cut 
costs any more,” he said, ‘‘ and I don’t 
see that we shall get anywhere by 
reducing wages. There is only one 
course, and that is to sell more.” 

It is curious that selling more is 
usually the last resort of the firm whose 
profits afe dwindling. Yet it is in- 
sufficient sales that causes a firm pre- 


viously doing well to suffer depression, ° 


unless costs and staff have risen out of 
all proportidn. ¿But how many pro- 
prietors or boards of directors really 
think of this as a first remedy for 
depression ? e 
. 
' 





FROM 


The firm has now set about increasing 
its sales by overhauling the work of its 
salesmen, and the indications are that 
within a few months increased sales will 
have done away with the necessity for a 
wage cut. 


The new endeavour to increase sales 
is doing the whole business good. The 
directors are looking far and widè for 
fresh markets, and the staff, no longer 
feeling that they ought to abolish their 
lunch hour and offer it as a sacrifice to 
the business, are keeping pulling to- 
gether towards higher profits. Thus 
what might have become an unseemly 
fight for existence is turning into a 
co-operative effort towards higher sales 
and bigger profits. 

The method by which this firm is 
increasing the selling power of its sales. 
men is explained in the first of the 
following instances which show how four 
firms are getting better results from their 
salesmen. 


+ 


To advocate the selling of more goods may 
be all very well. But how is it to be done 
in the face of depression? Here is how 
one firm, by making more economic 
divisions of territories, by giving salesmen 
samples of newest lines and relieving them 
of account collection enabled each sales- 
man to sell more. 


he firm mentioned above employs 

over sixty salesmen, who cover the 
whole of Britain. They carry many 
lines and visit every kind of retailer, 
Working on a small salary and commis- 
sion, their earnings can range from three 
or four pounds a week to well into double 
figures. 
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BETTER RESULTS 
SALESMEN 


By E. D. MARTELL 


On the first available Saturday after 
the sales manager and the directors had 
had time to go into the position from 
every angle, the men were called for an 
all-day conference, lunching between 
sessions as guests of the chairman. The 
chairman opened the proceedings by out- 
lining the purpose of the conference. He 
pointed out that, on the existing basis, 
he was satisfied with the results, but he 
felt that new methods of working could 
be found which would produce higher 
sales. This conference had been called 
to discover those methods and he invited 
every man to contribute his suggestions 
and ideas. 

First, the areas covered by each sales- 
man were reviewed. Roughly, each man 
covered a county, though in several cases 
two or three small counties were in the 
charge of one man. Consideration 
showed that this arrangement was un- 
economic. Much time could be saved 
by dividing the country into groups of 
towns easily connected with one another, 
and so doing away with unnecessary 
travelling. When the new areas had 
been decided it was estimated that the 
saving in time would be about 500 hours 
per week. 

Selling methods were next discussed 
and several changes decided upon. It 
had not been the habit of the firm to 
notify customers when the salesman was 
likely to call, and as a general rule it was 
not thought advisable to do so now. But 
in some instances many of the salesmen 
felt that customers would appreciate a 
notification, especially big customers who 
had to be seen but were often difficult to 
catch. In such cases a card would 
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generally obtain an interview and time 
would be saved. Each salesman, it was 
settled, should receive specially printed 
cards with which he could preface his 
visits to certain of his customers. 


A change which was popular with 
most of the salesmen was that regarding 
the collection of accounts, The old 
method was for copies of overdue 
accounts to be sent to the salesman 
responsible for the order, with a request 
for collection to be made. It was felt 
that account collecting was not a sales- 
man’s job, as sometimes it strained 
relations with a customer. The Chair- 
man agreed that a travelling collector 
should be taken on, so that salesmen 
need no longer worry about asking for 
cheques. | 

One salesman asked that they should 
be provided with more samples. He 
pointed out that the firm dealt in so 
many fresh lines that it was often 
difficult to explain what they had to 
offer. He felt certain that the novelty 
of a new line would often bring orders 
if only the customer could handle it for 
himself. This was agreed, and also 
that, in the case of larger goods, photo- 
graphs should be provided. 


The chairman then had a word to say 
about quotas. Each salesman had a 
quota to reach before he could earn the 
full commission on sales. For a period 
of three months, the chairman said, the 
firm would pay double commission on all 
business exceeding each  salesman’s 
previous best. He felt that many of 
them could add to their incomes con- 
siderably by looking up old customers 
from whom orders had been scarce 
lately, and by seeking new outlets. 


The salesmen left the conference 
determined to send the sales curve soar- 
ing. It was not that any drastic or 
brilliant schemes had been given them, 
but their first enthusiasm and deter- 
mination to do well had been renewed. 
They felt, too, that the directors were 
behind them, realising their difficulties 
and willing to assist in every way 
possible. 


+ 


This frm paired-up its salesmen into twos 
and concentrated on more restricted areas. 
The couples gave better staged demon- 
strations of the appliance than single sales- 
men formerly gave. You will see how 
successful the idea proved. 


firm selling an inter-departmental 
i telephone employed 12 salesmen, 
each of whom had a quota of five sales 
a week to reach. On the average each 
salesman sold between six and seven sets 
a week, but seemed to be unable to 
exceed this figure. 


"A director of the firm accompanied a 
salesman one day and found that to 
complete a sale took an unbelievable 
amount of time. First the salesman had 
to find a prospect, then to obtain his 
consent to a demonstration. This usually 
led to further demonstrations before 
other interested members of the firm. 
Finally, the decision would be put off 


until Mr. So-and-So, the Chairman, 
perhaps, had had time to come and give 
his opinion, This generally meant a call 
back at some other time. 


How could this process be speeded up? 
No use attempting to hurry a prospect; 
that would in most cases be fatal to a 
sale. Neither was it feasible for sales- 
men to begin their calls earlier or finish 
later. Executives’ hours are short; their 
time for callers is limited. 


The 12 salesmen were called together 
and after discussion it was decided that 
they should hunt in couples for a trial 
period of a fortnight, and that the six 
couples should concentrate on the same 
area, 


A large town in the West of England 
was chosen for the trial. A list of 
prospects was drawn up, and in each 
case the managing director was written 
to, telling him that he would shortly 
receive a call from the firm’s representa- 
tives and that the enclosed brochure 
would give him some idea of the service 
they had to offer’ 


The salesmen were then paired off and 
given a week to get to know each other’s 
methods and to arrange their sales talk 
and the ways in which they were to 
support each other when demonstrating. 

The first day was not a success, but a 
frank discussion in the evening overcame 
most of the difficulties. The main 
trouble was that the individuals of each 
pair had not balanced themselves pro- 
perly. They were not perfect * teams.” 

Next day results were better and by 
the end of the first week nearly a hundred 
sets had been sold in one town, showing 
an average of eight sets per man against 
the previous six or seven, 


The salesmen found they were able to 
satisfy a prospect more rapidly when 
they worked together. Demonstrations 
were easier to give, and points could be 
punched home with greater force by 
two men than by one. 


The concentration on one area also 
proved successful. Judicious local adver- 
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tising soon made it known that the area 
was being covered, and the salesnven 
found it far easier to get into the righi 
man than previously. The number ol 
sets sold in the area and names of the 
purchasers proved a useful selling aid 

The trial fortnight proved successful 
Average sales per week were increased 
and the firm adopted the new plan as 
standard policy. 


This is a method well worth trying 
where salesmen give demonstrations. 
Many a lone salesman has slipped up 
when arranging an intricate appliance 
for demonstration merely because his 
attention has been taken up in conversa- 
tion with the prospect. If he is accom- 
panied by a companion he can give Mis 
whole time to the preparations while the 
other carries on the sales talk. 


+ 


This firm's difficulty was that salesmen were 
not getting to the right man who had the 
authority to buy a high-priced article. 
The approach had to be reconstructed so 
that the salesman got right at his prospect, 
who was generally the head of the firm. 


nother firm handling a speciality 

found that his salesmen made man) 
calls, secured numerous interviews and 
demonstrations, but effected a too low 
ratio of sales. 


“ The men I talk to say it is a good 
appliance but costs too much,” one 
salesman reported. Another said: “ | 
can get business men interested but 
cannot get them to come to a decision.” 


The sales manager went out and madk 
a personal investigation. What he found 
was comparatively simple. This was an 
appliance which was of most service to 
the active head of the firm, but while the 
cost was high to the average manager, 
to the head of the firm it meant such an 
economy of time and effort and such 
strengthening of his control over the 
business that cost was secondary. Back 
in the office, the sales manager laid ou! 
an entirely new (Continued on page 38) 





A well-known radio firm invites dealers to attend special classes pf ifstruction o 


technical matters ap 


window-dressing and salesmanship. 


rtaining to the product, and on the more commercial side 
This has enormously helped 
salesmen to get more qrders from the dealers 


the travelling 
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Good General Signs 
Fhe new trade figures show definite 
I signs of improvement. They define 
the rather enigmatic trends of 
September-October. Incidentally, they 
« enable us. to. test effects of the new 
-gterling-tariff-Empire policy, for the 
elects of pre-duty dumping are now 
being absorbed. Certainly the first 
fruits of a currency freed from gold and 
a tariff are encouraging. 


"Phe trend of many key figures is 
definitely“ upward. Provincial bank 
clearings, which rose by 11 per cent. in 
September, are again up by over ro per 
---eent. New symptoms of recovery are 
the increase of bankers’ acceptances, by 
Imost £4,000,000, and the reduction in 
ances. o 

etail sales fell by only 3.3 on the pre- 
ious October, compared with the 
eptember fall of 3.6 and the August fall 
f 6.2. Since the cost of food at retail 
ell by 5 per cent. during the year, and 
he cost-of-living index by over 2 per 
ent,, the volume of retail sales may well 
































is the report of a 20 


ncrease of profits in the 123 


rtlng 


< concerns reporting to the 
ist ’’—the first rise reported in 
nths. Although five very large and 
ssful firms are involved the rise in 
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average profits is none the less 
encouraging. 

There are only two adverse figures for 
October. One is the now disclosed total 
fall in unemployment by 20,230; the 
other the sinister fall in the import of 
raw materials by 1 per cent. The first is 
a discouraging comment on the total 
results of the various genuine improve- 
ments reported; the other suggests how 


slow is the return of confidence. 

We cannot regard either the payment 
or the non-payment of the December 
instalment of interest and capital on our 


debt to America as highly significant for | 


the future of business; these economic 
and political arrangements between 
governments are apt to be accepted in 
the long run like “ Acts of God.” 


These are the High Spots 

appily, reports on the business 

situation in most parts of the country 
during November are most encouraging, 





Percentage Unempinyed 


10.15% Co) 







LONDON : 


THE SITUATION THIS MONTH | 


Christmas 


Lancashire. reports steadily improved 
enquiry, particularly from India, while 
Australia and South Africa are buying 
more cotton goods. The woollen industry - 
continues to improve, though the dress 
goods trade is still strangely slack. Both — 
the October production and export 
figures for iron and steel are better than 
in September. © Thanks to duties and 
cheaper sterling, British sheet bars are 
in some cases cheaper than foreign _ 
to-day. Now, the production of semi- 
finished steel is starting on a large scale. 
Hosiery is having an exceptionally good 
season. From the potteries comes the 
first news, for several years, of factory 
extensions, | 







- The motor industry continues to enjoy — 
a small boom. It is now clear that the — 
slight slump in the home market during. 
1931 has ended. Registrations. for 
private cars in September were 63.4 
above those for the previous years. 
Exports of cars for October have much 
more than doubled; those for commer- 
cial vehicles are up by over go per cent. 

chicles were | d 
October compared with 520 a year ag: 
























The black spots are building, ship- > 
building and engineering. 





pre- time of the year. The grain 


parations create the delusion 
that business is better, but 
there is no real change to 
report. The Stock Exchange 
and the trade centres still look 
for better things, and general 
indications point to some fulfil- 
ment of these hopes in the new 
year. 


EASTERN AND SOUTH- 
EASTERN DISTRICT: Pre- 
sent conditions are generally 
quiet. In agriculture a period 
of acute crisis is being experi- 
enced, for demand is poor with 
disappointing prices. One 
improvement may be noted in 
the boot and shoe industry, 


especially for export. 
MIDLAND DISTRICT: There 


are signs of improvement in 
many industries. Leather prices 
are becoming firmer, and the 
outlook for hosiery is brighter. 
Orders are better for coal, too, 





- IRELAND: But for political 
troubles Ireland would pro- 
‘bably be holding her own in the 
a 4 t ; : ae ye 


market, too, is very depressed. 
Furniture continues to hold its 
own, and timber prices are 
slightly better. 


SOUTH WALES: The one 
bright spot in this. area is 
anthracite, for which there is 
a steady demand. The only 
other change- which -ean bë 
recorded is a slight. activity 
in ship-repairing operations. 


NORTHERN DISTRICT: 


Labour troubles contine toce oo 


depress the whole of the North. 

The cotton industry is far from 
making. real progress, but 
engineering is now holding its 
own and looking for a better 


time. 


NORTH-EASTERN 
DISTRICT: There is a slight 
and much welcomed improve- - 
ment in coal and coke. Exports 


= better, and the demand for 


+ 





and- gener 














for trade. 























Te iat pie ke 
Iding and repairing as compared with 
82,000 in 1924. The number employed 


as | 1924 to 145,000 to-day. The 
D number of ‘miners at work has almost 
halved since 1923. On the other hand, 
the number of workers in the cotton 
ee industry has fallen by only a quarter, 
“481,000 in 1924 to 347,000 now. 


How does. our position compare with 
that of the other great industrial 
nations? The production index figure 
_ for October is 87.3 compared with 89.3 
a year ago—a fall of but 2 points. 
During the year the American index fell 
from 70.9 to 55.3; that of Germany from 
 68.7..to. 53.25. of France from the 
os. astonishing figure of 95.3 to 73.2. In 
other words, Great Britain is more than 
holding. her. own, while our three great 
mpetitors have drifted downhill. 




















Worried: Germany 
‘Progressive 


t the moment, France is still faced 
yan ‘unbalanced budget, difficulties 
all her great export markets which 
are linked to sterling, a government 
which appears to be under the socialist 

ind b by Joos failure to grasp the 
ttle. 


ermany has performed miracles in 
onally organised and controlled 

-effort to sell more than she buys abroad 
“and so to keep on gold. Between 
November, 1931, and July, 1932, no less 
_ than £82,650,000 of capital was written 
y 659 companies. On the other 
here are distinct sighs of business 
improvement. Raw i iron production rose 
roughly 25 per cent. in October over last 
year; raw steel by nearly 10 per cent. 
Unemployment fell by 1 per cent. 
tween July and October; last year it 
ose by nearly 6 per cent. in the same 


The new Governmental effort to 
encourage further employment by allow- 
ing a reduction of wages appears to 
have failed, largely owing to labour 

trouble. On the other hand, the relief 

of taxation by the issue of certificates, 

_ which may be paid in lieu of money for 
‘a portion of each individual’s income 
tax, has not yet actually taken place. 

It sits merely as a spectre on the desk 

of the financial experts. responsible for 
the next four German budgets. For the 
| amounts of income tax so remitted has 
to be found by taxation somehow 

| between 1934 and 1938. 


-< How Beer Would Help America 


i American position is still difficult 
| to interpret. If the manufacture of 
es be permitted it will help the country 
three ways—by bringing excise 
revenue to the government; by giving 
nployment; by the purchase of raw 
aterials and equipment. A bull point 
‘American consuming power. 
elieve that i in certain 
ch as food, 
nd retail trade 














in ji _ tio 


do steel has dropped from 





tinue? Or will it be strangled. by the 
loss of purchasing power due to the 
absorption. of lower middle class and 




























oe Ba 
working class savings through unem- | EQOA 
ployment? Expert opinion is divided. | wosp eeoa eA Ene: ee oe 
America, it must be remembered, See Se a ae 
faces an unbalanced budget, falling one ee ae 
commodity prices, continued bank OTA ee 


failures and uncertainty as to the settle- 
ment of war debts. And yet no country 
could revive its industries so rapidly, if 
a boom in any one industry, old or new, 
definitely revived confidence. 


Young Industries Still Boom 


Ser one our own position in the light 
of world conditions, it seems clear 
that our sterling-tariff-Empire trade 
policy is saving us from the worst effects 
of the world price fall. Sterling prices 
are falling less than gold prices, which 
helps both our home and our foreign 
trade. Also, sterling is now the decisive 
factor on raw material prices. Why this 
should be, while the U.S. buy 50 per 
cent. of most of them, it is hard to say. 
Finally, we are now reaping the 
advantage of the new enterprise which 
is at work in our younger industries. 


The latest canning enterprise in West 
Lancashire will employ 400 farm 
labourers, and 100 workmen in the 
growth and canning of vegetables. The 
Armstrong-Whitworth combine has 
opened a new chapter in railway con- 
struction by its success with Diesel loco- 
motives. Two concerns are operating 
new patents, one for making elastic 
threads for hosiery, the other for making 
waterproof threads for goods subject to 
damp or oil, 


The British light ’plane at £100 will 
be available this summer. Poverty is 
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driving most of the European govern- Ma 

ments to tax the motor-car which gives ee SEE 

our home manufacturers the chance of a sa tie Cee 

lifetime. For the light car is their forte. TE : 
The rayon industry is considering a new 3s EE z 
lan for a central technical management a ee eee 

p é sot 


operating to aid the whole industry. 


In the older industries definite con- 
structive action is becoming widespread. 
The Coal Mines Reorganisation Com- 
mittee has actually ordered the eleven 
Fifeshire coal companies to amalgamate 
operation of their 38 pits forthwith! In 
the iron and steel industries three great 
concerns are rationalising their produc- 
tion with remarkable energy. One of 
these concerns will build a huge new 
plant for raw steel as part of a 
£53,300,000 rationalisation scheme. 


Can We Still Stand the Strain ? 


he crux of the question is this: Does 

the British Empire, coupled with the 
sterling countries, form a sufficiently 
large unit to become self-supporting and 
to remain impervious to any further } 
devastation of foreign Purchasing powers | 
by the econo verythin 
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How Six Firms Prevent 


‘WASTE in DEALER-AID Material- 


very week there is enormous 
F wastage of display material pro- 

duced by manufacturers for their 
dealer-customers. The display man of 
a well-known firm last month visited 
one of London’s waste paper merchants. 
He saw there a stack of something 
which struck him as NOT waste paper. 
There were booklets in gravure, high- 
grade colour work and straight letter- 
press. There were showcards of every 
size, window display pieces and 
pamphlets by the thousand. 

All this material was the product of 
good brains and money. The stack 
weighed over two tons; it had been 
collected in one week, and was about 
to go into the baling press as—junk. 
Yet it was all new, unused matter. 


What material.was it? ‘ Dealer- 
aid ™ material. Stuff produced by 
manufacturers’ and distributed to 
retailers to help in the selling of various 
products. This pile had 
cost a thousand or so 
in hard cash. To what 
end? The waste-paper 
baling press! 


ll 


I. A firm manufac- 
turing toilet goods, by 
completely reorganising 
its methods of produc- 
ing dealer-aid material, 
saved over £2,000 in 
nine months. The key 
to the situation was 
discovered by the firm’s 
studio director, who 
spent a week on the 
road with one of the 
salesmen, tactfully en- 
quiring of dealers how 
the firm’s display 
material was used. The 
studio man found that 
most of it was dumped 
beneath counters or out 
in back sheds. 


Why was this? Solely 


because, for years, the 
studio had gun riot 


producing snappy “ideas 
which satisfied its own 


vanity and tickled the 
j ~% 


No manufacturer can afford to have t 

stock room or left under the counter. 

governed by the strictest regard tor t 
willingness to co-operate in the 


By G. W. SONGHURST 


imagination of directors but which left 
the dealers stone cold. Some of the 
display sets were too big for any busy 
retailer to find room for; some were too 
fiddling and complicated to set up, they 
wasted the dealers’ time; some were just 
useless folders with no particular pur- 
pose in life except to keep copywriters 
and printers busy. 

Work on dealer-aid material was shut 
down for a month. The studio manager 
spent the time studying dealers’ shops, 
counters, windows and competitive 
display material. He talked with 
dealers and their assistants. What kind 
of display material really helped the 
dealer? What ideas did they like 
exploited? What sort of material would 
they really use? What kind of stuff 
appealed to the public? 

Armed with this constructive informa- 
tion, he put the studio to work again 
on a brand new set of ideas. Fresh 





dealer-aids were designed from the 
dealer’s point of view, not from the 
studio’s theoretical ideas. The number 
of new designs was cut to one or two 
really useful items; distribution was 
carefully made through the salesmen, 
not broadcast haphazard by post from 
head office. 

The salesmen used discrimination. 
They did not issue expensive sets to 
small retailers who had no room to 
display them. This firm has halved 
its cost of dealer-aid material and at the 
same time doubled its publicity value, 
as fully 90 per cent. of it is now utilised. 


ll 


2. A watch and clock manufacturer 
follows the same idea of designing 
dealer-aids from the dealers’ point of 
view but it has a different method of 
trying them out, 

In a room at head office they have 
built a replica of the 
interior of an average 
dealer’s shop, complete 
with counter and 
fittings. They have 
also built a staging and 
a complete shop win- 
dow. Herealldealer-aids 
are designed and tried 
out by actually setting 
them up. No display 
unit is allowed to pass 
unless a committee con- 
sisting of sales manager, 
publicity manager, and 
a director are agreed 
that it is absolutely 
practical and of definite 
value to the dealer. 

This firm remembers 
the time when it spent 
hundreds of pounds on 
an elaborate wall dis- 
play case which was 
issued to all dealers. 
Not five per cent. were 
used because they were 
the wrong shape, No 
more expensive “ blind 
shots * such as this are 
now made. 


his type of dealer-aid pushed away in a 
Its distribution must, therefore, be liil 
he dealer's available space and his 3 

best possible display spaces . 


A refrigerator 












yensive sets 
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ae -A firm of London vinegar manu- 
Pacturers has to cope with classes of 
dealers (grocers) who are deluged with 
dealer-aids of all possible kinds. They 

- know they must ‘produce something of 
2 _ outecanding merit or the dealer will not 
use ift. This firm therefore produces 
ee ‘complete “seasonal. window’ displays. 
os "Phe entire sets are worked out and 
taken round by salesmen in their cars 

cand left with the dealer. The salesman 

akes an appointment for a convenient 


for the dealer to change his 

















is. an obvious truth that the 
$0 f marketing the product 
y. have not received, 
2 , any serious atten- 


ta oe pie con 5 to 30 per 
cent of the independent stores 
_ survive more than 10 years, and that 
| in one particular town of 201 retailers 
4 thdrew from business during 
5, at least 75 per cent. lost 
all of their capital. The 
: epate importance of these losses, 
‘though small individually, is probably 
stupendous. 


doo Et is often stated that between the 

<> competition of the Co-operative Store 
onthe one hand, and the Multiple 

= Store on: the other, the independent 
‘store has little chance of survival. 1 

am inclined to think, however, that 

such competition is decidedly not the 

whole story, and that by far too high 

= a percentage of retail stores are 

working on too little capital and with 

2 oo poor and inefficient methods. 

“According to a paper published 

‘some months ago, there were in 

ingham 18,961 retailers — an 



















lation per store. 
-of small stores is overwhelming; of 
othe total 18,961, less than 1,300 were 
1i rg 00. per annum, 


a po pulation about 


| Il cardboard | 


lay goodwill. a 
fi = aid. : ad 

> charge is. made as most 
ef iod. . consists of the actual 
Wi stage to » vanishing | 


age of only 51 persons of the | tic 
The number. 





window, th a ) 
carries . out e changé 
dealer time and trou 












is used to full © 





| a oduct which 
later goes into stock. : 


UI 


5. A beauty product manufacturer 
has printed an attractive folder in colour 
in which are illustrated all the dealer- 
aids it has produced. These folders are 
sent by post to dealers, enclosed with a 
special letter and order form, asking 
the dealer to select which set he wants 
and which he will actually use. On 
the order form being returned the set 
is sent off, the order being passed on to 
the salesman working the territory. 
The salesman calls to see if the dealer- 
aid is being used. Frequently he is able 
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Does Your Distribution 


the INEFFICIENT | 





By 
HAROLD MEDHURST 











persons per store. It was estimated 
that there were only 77 persons per 
store in England and Wales, and as 
this figure was arrived at by the 
device of dividing the population by 
the number of stores (thus including ; 
children and infants) the number of 
effective customers per store is con- 
siderably less than 77. 


How many buyers are necessary to 
support a store rated at from £100 to 
£250 per annum it is difficult to say, 
but the above figures would certainly 
indicate that the average profit per 
store must be fairly low; certainly it 
is questionable whether they are 


sufficiently high to maintain efficient 











That there are too many 
small retailers, that the bulk 
of them are inefficient and 
that they constitute a charge 
on distribution is the purport 
of these remarks made by the 
author at a joint meeting of 
| the sven 










a ‘average of 39 Pe 
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ey COU n 
ups. ‘He shows the desler wy pele 
and helps him to choose a suitable one. 
There and then he also hele the dealer 
eréct it in the best position available. 
Experience has shown that once: placed 
in this way dealers almost invarndly —. 
let. the displays remain in position, oo 
This firm formerly suffer] coor Hie 
loss by distributing tbeir display iy 
material through the post. ‘The unis 
being mostly small, flat car dboard : 
were general y thrown ae bee 
dealer or at best left unused ön 
already crowded desk. 





















standards of service. The 
would appear to be that: 
too many retailers in our. 
scheme. 


When a manufacturer i is fo 
competition to seek as 
butive outlets as poss 
goods and thus ha 
numbers of the less 
the waste and ined 





ph ee ume i is = Baugi 
of his customers. 

A manufacturer OF g 
recently found that 19 per cent 
customers bought 80. per cent. 
volemec A flour -maa 
analysed his figures and found: that. 
over 50 per cent. of His volume in| 
each of several markets was bought 
by 12 per cent. of his actounts. 


This is “common experience—but 
there is no-evading the cost of exsen- 
diture of salesmen’s time; credit aoh 
lections, and losses involved : yey T 














FOR HOUSE AGENT 
On all the signs which a North Lendon 
house agent erects in front of houses to 
Jet and for sale he attaches a small letter- 
= box. Above it, with a cover to protect 
 it- from ‘the rain, is another box contain- 
. ing printed cards, Beside the two boxes 
ae is an invitation to anyone interested in 
© the property to fill in. their name and 
address on one of the cards and drop 
it in the letter-box. The stamp is 
marked with a code number by which the 
agent can identify the property. The 
= — „cards: are collected twice a week and 
bring many prospective customers whom 
the agent is often able to interest in 
other properties if the first one is found 





















ILD A SYSTEM INSTEAD 
F MACHINE 
A. manufacturer of cash registers 
cured much increased business by 
changing his approach to prospects. 
nstead of offering them a machine, the 
alesman approached by discussing a list 
ings which a system of automatic 
ntancy would make possible. With 
erested in. savings, he 
me more easily led on to 
g the type of machine which 
ke the economies possible. 














JOVEL VOICE TEST 
A radio manufacturer has successfully 
used a novel idea to show how alike are 
«the real voice, the gramophone and the 
radio, They arranged a series of 
-demonstrations in cinemas and theatres 
‘throughout the country, The audience 














adve 





















first heard the artiste’s voice over a 
microphone and speaker, and then from 


a gramophone record. Later the artiste 
appeared in person on the stage and 
repeated the turn. Dealers co-operated 
in the scheme by displaying bilis 
modelled on the familiar variety theatre 
type. 


>> 


USES CUSTOMERS 
AS ADVERTISERS 


A London florist who sends flowers all 


over the country encloses with them a 
printed postcard bearing the words 
“ Flowers received in.........condition.-- 
Signed ......c.ccccceceeee” = The posteard 
bears a halfpenny stamp for return 
when filled in. A series of these cards, 
which are combined reports, receipts and 
testimonials, is placed in the shop 
window near a notice intimating that 
flowers are packed and despatched any- 
where. The idea has considera ly 
enlarged the shop’s “ flowers by mail ”’ 
business. 


o> 


THIS IS SERVICE 
WITH A DIFFERENCE 


Here is a tale of service in a London 
suburb. It concerns a growing housing 
estate. As the new houses showed signs 
of becoming occupied three local dairies 
left samples with the hope of securing 
the custom of the newcomers. 
family moved into a house on a certain 
day and found six bottles of milk 
already outside the door. All had gone 
sour. In the evening, however, a 
messenger from a fourth dairy delivered 
a basket containing a pint of milk, six 
eggs, j-lb. of butter and a carton of 
cream — all beautifully fresh. That 
He had 


dairyman had used his brains. 


of an envelope on which a firm of motor. car agents has reproduced the sor 

s on odd pieces of paper when speaking on the telephan: 
nd, incidentally, puts over several telling little sales messages. 
naging director states that this 
-advertising devices he has used. 


is is one of the 







One 


got his information, as the other dairy- Mees 


men had done, from local house agents, 


but. he had ascertained, not when certain. : a 


houses were let, but the exact dates 
when the families. would move in—then 
he waited till the evening, when the 
bother of actually moving in was over,.. 
and had his samples personally 
delivered. His 
most of the new trade in the district. 


~> 


MADE A BOOM 


IN SHOE SALES eee en 
A well-known store experienced a 


slump in shoe sales. The manager of 
the department sent out two sample 
shoes (not a pair) to a selected mailing | 
list of women prospects. 
following week 10,000 pairs were sold. — 
SOLD 56,000 PAIRS 

OF HOSIERY 


To increase the sale of silk. hosiery 


business cards of the firm’s Merchandis- = 
ing Director, on the backs of which had = 


been reproduced a scribbled message 
calling attention 






aa | >_> 
USING ONE LINE TO 
BOOST ANOTHER 


_ A confectionery manufacturer sent out 
in each container a small sample of- 


another kind of confectionery, clearly = 


named and priced. 
done up in a 

wrapper so that the customer’s attention 
was attracted. This plan proved 
especially valuable to link up 
with the rest of the selling 
scheme when a new line was 
being launched. 


This sample was- 


~+ 


SOLD MOTOR CARS 






















hey should 


s with them for the fina 











forethought captured _ a 


During the 





distinctively-coloured ~ eee 


THROUGH CHILDREN 




























DELIVERY VAN 
of SECURES GOODWILL © 
By allowing his delivery van to be 
< sed for the collection of old magazines 
and books for the local hospital and 
3 _laundryman secured the 




















en opening in a new district. 
sured the hospital’s business, 
: S naturally of considerable 
vis is a plan which can easily 
ted by- any concern owning a 

an, and“ with very 














little 
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a Sout cone town 





ticed. that a reat number of people 
stopped each day to set their watches by 
a electric. clock in his window. He 
as. struck by the. number of these who 
day without fail, so he 

ge notice above the clock, 
which read: ‘If your watch is in good 
< order it will not need setting so often. 
-Let us overhaul it for you.” Here is a 
usiness puller which every 
find v worth while. 


GAS COOKERS 


Record sales were secured by an 
ene? ‘American concern after its ranges of gas 
= stoves had been re-designed. For over 
twenty years the firm had sold gas 
ranges of the. ordinary stereotyped 

design. Sales had been declining steadily 
for a long time; public interest seemed 
.. dead. The sales manager then conceived 
the idea of selling, not gas ranges, but 
“style in the kitchen.” The ranges 
Os ‘were completely remodelled, all external 
-= -projections were- “abolished, the usual 
-kind of gas taps were done away with 
and the entire stove was built along the 
100th symmetrical lines of a high-grade 
lio cabinet, with the controls cen- 
ed on an attractive panel. 


w advertising campaign was 















lee. of gas 
a the state of 3 


“Gniagivings 2 as sto whether th i 
campaign would prove ca. ; Rop. after 


d to urge householders to abolish- 
earance of the kitchen and 


urgently required a re 
by fitting’ ‘these fine- T mes 
ch were Se ae 


all. 


Elaborate. diedie “hawover, . were 
made in all dealers’ windows to link up 
with the advertising campaign. The 
whole scheme was built up to sel 
‘* style in the kitchen.’ It was stressed 
that the new stoves not only looked well, 
but that they also were -more efficient 
and, by their symmetrical lines and 





PREVENTS ERRORS IN DISPATCH 
DEPARTMENT 


[| ‘stakes were too frequent in the 
dispatch department of one firm. 
It was not difficult in most cases to 
trace the errors to those who made 
them; but the men did not seem to 
realise the serious consequences 
such as the loss of a customer— 
which might follow their mistakes. 


A system was put into operation, 
however, which has practically 
eliminated these errors. 


_ As soon as an error is brought to 
the notice of the dispatch manager, 
or the man responsible, the latter 
fills in a form which contains spaces 
for: “ Description of — error,’ 
“ Whose fault ?’’ “ How corrected,” 
“ Estimated cost of error. All the 
men know they must fill in this form 
if they make a mistake, so they take 
care not to make mistakes. 


>> 


COLOUR CARDS SIMPLIFY 
REPAIR SERVICE 


tri-colour card system is used 

with excellent results by a service 
garage to regulate and speed up 
repair work. The idea could be 
adapted to similar work in various 
firms. 


A series of 5 by 7-inch cards in 
white, green and red are used. The 
owner’s name, date the repair came 
in and full particulars are written on 
the cards. 
routine repair, with no urgency, 
white card is used. , 
is set a green card 














arouse a ee 
Women’s. maj 1 
editorials to the new: 
comment was favour 
selling arguments of style 

in. cleaning won the hearts. of 
women. 


Within three months. from the stort. 
of the campaign, sales of this otherwise 
quite ordinary product had: gone up over 
twenty-five per cent. 




























keep a. check on prog 
frequent : ference to « 









aha. as a R 
on them naturally 
course of time, and ocea 
breaks down. Thise 
disorganisation of work. 


To remedy this 
the expense of install nes 
writers was a. problem. 
tion showed that the H 
department and the cc 
ment both had a typ 
was not continuously | 
one had ever thought of 
these, 

The manager promi 
that in case of a type re 
down in the main office one of - 
machines should be taken and 
the time-keeping and costing ; 9 
should share the other. 
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SAVES TIME N i DRAM aeae 







Hooks after the severing 2 of = -o 
medum or horad a mess, = 











If the job is an ordinary © ke 
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The big structure lends itself to floodlighting—but there are many ways in which the 





small business, too, can use it 


FLOODLIGHTING 
can Cut Your Costs 
” Increase Your Business 


hough it costs but very few 
shillings per hour to run an 
average size installation, flood- 


lighting can do at least five things. 
It can :— 


l. Hluminate the exteriors of 
buildings and make them out- 
standing solus advertisements 
at night. 


= 


2. Illuminate advertisement 
hoardings and so double the 
length of their effective life. 


3. Illuminate outside working 
areas and allow all-night shifts 
to work 
efficiently 
and with 
less risk of 
accident. 

4. Illuminate 


by preventing 











Apart from its value as a versatile 
publicity agent, floodlighting cuts costs 
accidents to 
preventing pilferage of stores and 





as valuable a publicity agent for 
the small business as for the big 
concern. 


I know a small country hotel 
which has enormously increased its 
reputation as an hospitable road- 
house since the proprietor installed 


three small  floodlighting units 
twelve months ago. These units 
cost about fifteen shillings a 
seven-day week to run, but in- 
creased week-end business alone 
covered the whole cost of in- 
stallation within three months, 


while the bill 
for current is 
hardly noticed 
against the much 


staff, bigger revenue. 


Another country 


stores, burglary of buildings and by reducing hotel has built 
dumps,etc., premiums payable on many kinds of up a profitable 
and so pre- insurance cover. Here are some ideas business through 
vent pilfer- which might suggest how you could having a flood- 
age and use it lighted bathing 
theft. pool. The cost 
5. Prevent of current in this 
burglary of buildings and case is under ten shillings a week. 


shops. 


It can do more, but these main 
headings are enough to indicate the 
broad scope of floodlighting and the 
ways in which it can assist the 
business man, 


The buildings of many well-known 
firms have recently become such 
famous landmarks through being 
floodlighted at night that there is no 
need here to stress the importance of 
this point, beyond advising all who 
contemplate putting up new building's 
or offices to have the architect design 
them for floodlighting. 


The Small Business can Easily use 
$ Flogdlighting 


What is not sufficiently well known, 
however, is that floodlighting is juste 
Yo 


How a Landscape Gardener Trebled 
his Turnover 


A landscape gardener who has 
floodlighted flower terraces and rock 
gardens draws large crowds nightly 
throughout the summer. This man 
has trebled his turnover in eighteen 
months, since many business men not 
free in the daytime have visited his 
gardens at night. He has drawn a 
new clientele from areas miles beyond 
his original range of business. 


A restaurant on a main road in 
Kent secured much extra business 
merely by floodlighting a car park at 
night. 


These instances clearly indicate 
that floodlighting is as much for the 
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small business man as for the com- 
pany owning vast premises exposing 
tens of thousands of square feet of 
surface. 


A factor of floodlighting very rarely 
considered is that of its value as a 
preventive of losses by accident to 
night workmen or by theft. 


' For example, the Great Western 
Railway’s Chief Engineer states: 
“ Fifteen of our marshalling and 
goods yards are equipped with flood- 
lighting. The first and annual cost is 
usually cheaper than ordinary point 
lighting. Since the installation of 
floodlighting at Morpeth Dock 
(twenty-one 500-watt Ediswan mer- 
cury vapour projectors) no train has 
left the Dock late, but previously 
delays occurred. Shunting opera- 
tions are now carried out more easily 
and with greater safety to staff.” 


The proprietors of a well-known 
wharf state that floodlighting has not 
only speeded up the work but that 
lost time due to accidents, and com- 
pensation payable through injuries, 
have been reduced almost to nil, and 
at a cost which is about 50 per cent. 
of one man’s wages. 


A firm of coal merchants, by 
installing two projectors which cost 
under two shillings a week to run, 
have completely stopped pilferage of 
coal from trucks and dumps which 
formerly amounted to fully £60 a 
year, 

As a result of suffering two 
burglaries in six months, a well-known 
fur warehouse in London, which is 
vulnerable to thieves only on one side, 
has had this side floodlighted by two 
300-watt projectors. No attempt at 
forced entry has since been made. 
Apart from the trouble and risk pre- 
vented, the firm has saved more than 
enough in reduced insurance pre- 
miums to pay for the installation and 
the upkeep of the floodlighting. 


pa st —_—_-@—___{_ 


LOOK OUT FOR THE 
JANUARY ISSUE 


The January, 1933, issue of 
BUSINESS will be a special number 
marking the 25th anniversary of its 
leadership as an advocate of Modern 
Business Methods and Equipment. This 
number will reveal how the development 
of Appliances, Systems and Services has 
enabled Management to achieve the 
all-round efficiency which alone makes 
possible the successful organisation to- 
day. In addition, there will be many 
special articles describing  specificaléy 
how well-known concerns are planning 
to meet the Managerial, Marketing and 
Collection problems of 1933. Do not 
miss this Anniversary number, it will 
be full of plans and ideas which you can 
adapt for the improvement of your own 
business. 
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MARKETING - SELLING - ADVERTISING ¢ 


OUR 
RETAIL SUCCESS 


has been built by 


DIRECT 


MAIL 


ADVERTISING 


By CECIL ROBERTS 
of MARSHALL ROBERTS, LTD. 
In an Interview 


irect mail publicity has been pre- 
E) einni successful in our 

business. So successful, in fact, 
that we rely almost entirely on this 
method of advertising to build up our 
business. 

By planning sales areas and pro- 
ducing a circular magazine of good 
appearance } am convinced that any 
firm may develop their trade as we have 
done in the past few years, 


The house organ which we send out 
is known as *" Marshall Roberts 
Monthly Mirror.” It is produced on 
newspaper lines and contains 12-16 
pages, the size of the page measuring 
14 in. by 9} in. By limiting the size 
to 16 pages we keep within the penny 
postage rate. | 


Often an invitation card or similar 
inset is included, referring to some 
special event. For instance, in the 
July issue we included an invitation 
card, on one side of which was a pro- 
gramme of mannequin parades, and on 
the other, details of a lecture to be 
given on holidays. The card must be 
given up when attending these func- 
tions. Thus recipients of the bulletin 
feel that they are favoured customers. 


A Children’s Contest Which Gets 
Goodwill of the Adults 


Our monthly is far more than a mere 
catalogue. There is a children’s 
section containing a letter, a competi- 
tion, and sometimes a story or similar 
attraction. 


Children entering the competitions 
are asked to give their ages and birth- 
day dates when competing. These 
dates are entered in our birthday book, 

nd the names of the children are 
Sublished when their date comes round. 


The prizes awarded in the competi- 
tions are usually seasonal gifts valued 
at half-a-crown each. Forty are given, 
and the contests invariably draw 
several hundred replies. By showing 
interest in children we increase our 


of 


goodwill tremendously with our 
women customers. 


Occasionally we hold competi- 
tions for adults, inviting criticism 
the stores, and so forth. 
Fashion articles, recipes and other 
features attract the adult reader. 


Lastly, there is a “ lucky number ” 
prize scheme which ensures that 
recipients of the monthly bulletin will 
not only read it but also come to the 
store. 

Every department in the stores 
receives its appropriate amount of 
notice in the journal. Occasionally, we 
boost up sales in a particular section 
by giving that department more space. 
We have just started a china and glass 
department. The whole of the back 
page of the bulletin is devoted to china 
and glass bargains, with an exhorta- 
tion ‘‘ to come and see similar oppor- 
tunities at the store,” 


Last year we opened a cabinet and 
furniture department, and maintained 
it throughout the year without giving it 
a window display. The department 
relied almost entirely on the details 
given in the bulletin for its sales. 


Departments on the ground floor or 
those with large window displays do 
not get such prominent space in the 
bulletin as other sections of the store. 


After we have decided what is to go 
into the paper, the production and 
layout is left to our advertising agents. 
The cost for a 30,000 issue is in the 
region of £275, including printing, 
addressing, wrapping, despatching and 
posting. 


The average issue consists of 30,000 
copies, but at sale times as many as 
50,000 are distributed. We employ 
careful methods to ensure that not more 


than one copy goes to each person. ý 


Anyone who has goods delivered to 
the home address is put on the mailing 
list. The name is kept there until the 
address goes ‘“‘dead.™ Some people 
write and ask to be put on the list, 
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while at intervals we have circularisa- 
tion “ drives.” 

Our stores are situated at 
Town, London. Roads from Golders 
Green, Hampstead, Hendon, South- 
gate, Potters Bar, Winchmore Hill, and 
other suburban areas in N.W. London 
converge at this point. 


The Printer and Post Office Assist 
our Distribution 


All the people on these traffic routes 
are our potential customers. They will, 
we argue, find our store more con. 
venient and easy to reach than the 
West End houses. It is in these 
areas that we conduct our mailing 
campaigns. Districts on traffic routes 
not passing through Camden Town 
are ignored. 


Camden 


The despatching arrangements hav 
been carefully worked out with the 
District Sorting Office. Our wrappers 
are delivered there already addressed, 
but empty, ten days before mailing day 
They are franked, sorted and delivered 
to the printer, who encloses the 
bulletins. This ensures quick delivery 


The response is remarkable. The 
two days following the despatch of thi 
journal bring the greatest volume ol 
business, People may be seën 
wandering about the store with marked 
copies of the journal. 


Our business has 
almost entirely by direct mail 
advertising. Now and then we 
advertise in the London evening papers. 
We have proved that, in London at any 
rate, advertisements in thë localised 
weekly newspapers do not pay. 
Purposely-made mistakes, absurdly low 
prices, and other methods of analysing 
reader-interest have no? produced a 
single reply. Accordingly we devote 
all our attention to direct mail 
epublicity with very satisfactory results 
.* . 


been built up 
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min the preparation of the picture 
w and the sound; a more power- 
fal selling agent than the talkie? film 
ts difficult to imagine. 


"e IT recently met a salesman representing 
one. of the. best-known steel construc- 
tinal firms in the country. This man 
had lately returned from a tour of 
sixteen foreign territories, some of them 
so of{ the beaten track that I had never 
even heard their names. Business, he 
> said, had been good. In fact, the trip 
had: been a record. in- his..experience. 
ahs. e. put down to one- thing only, 

al suas not that. world conditions 















His good r results were due to 
At alkie ” film 


th ie men, of Ta film he had 
= 20,000. ag 








buyer details of our: 
manufacturing plant ii England and our 
er. difficult conditions. Nothing so 
inspires the confidence of the buyer who 
really knows his job as the actual view 
of how his goods are made. In some 
Im created ‘sO much interest 
thas ito run it over and over 
oer One engineer in South Africa 
a me -up for two days while he 

invited some of his friends from a 

distant location: tọ come and see that 

part of my- film showing the new 

developments of a particular process. 
"his engineer finally placed with me the 
biggest order I have yet taken from that 
ae Prea, y. 


-o iow Introduction of Personalities 
Other than the Salesman 


i There are other and less obvious 
E ene to the portable “talkie” film 
and they apply as much to prospective 
eS buyers in the home market as to those 
overseas. Apart | altogether. from- the 


a __ undoubted virtue of having “ talk in 






cits makes. possible an almost 


mjact with the ‘Shairman or 


manufacturers 


customer to 


ea appar: fa salesman disposed of 


eee longer | necessary.. 
able “* talkie ” outfit. an give its show 


: l ign on me prospective buyer, 
ighly specialised 


hods of erecting. ‘big jobs abroad © 


SERVICEMEN. GET 


etailers lways 
“ buying something,” 


In another “ talkie” film the actual. 
inventor of-a particular appliance gives. 
a five-minute talk. before he introduces. 
the sales manager of the concern selling 
his product. 


pective buyer, no matter in what part 
of the world he may be. It is quite 
obvious that no other form of selling 


could. introduce. such intimate and 
powerful aids to better business. 
Another use for the “talkie” film is in 


training salesmen. A firm of refrigerator 
filmed what it had 
planned as the perfect demonstration 
by the perfect salesman. 
followed by a number. ‘of “ prospects ” 
who came up one. by one and offered all 
the objections it was possible for a 
think of. The perfecto 
them al by 
specially planned methods. 


This was adopted as the standard fila 


for the firm’s training school. Salesmen 
g “were instructed to approach as near to 
© the ideal as possible.. 


Dark rooms for exhibition are no 


The complete port- 


straight away in the undarkened office — 
The picture 


ORDERS THAN SALESMEN 


are always wary 
much more willingly listen to some- 
one who wants to ‘‘ help ’’ them. 


A well-known concern 
retailers realised this and used the 
thought as a plan upon which to recon- 
struct its whole selling organisation, 


The firm had 150 salesmen, The sales 
manager called a conference of every 
man in the field. He told them they 
were salesmen no longer, but—-service- 
men, 


They were given a short training 
course and sent into the field again to 
“ help retailers to sell.” 


They were to create ideas for the 
individual retailers.on their respective 
grounds ; 
tions, direct mail campaigns, etc. 


They were to take orders, too, of 


gone up. by tc oe 
hgh in this 


And all this the salesman. 
can carry about and give to any pros- 


the: figure is astonishingly. low. Ever 
“the initial outlay is moderate when th 


-further expense. 
sper- resu 
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selling to 


window dressing, demonstra- 


can increase _ 


you r selling 
cam paign | 
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ROWLAND PRICE 


This ‘was ‘can be ‘stopped at any point to- permit oe : 










mination of any. “particular : — 
detail, and, of course, the film can 1 be. 
run through any number of times. . 


Looking ; at the cost side of the ey a 
“ movie.”’ in-its relation to. sales result: 
<5 





prospective volume of business is con- © 0 
sidered, but take a period which the c 
same film and projector will work and 3. 
continuously induce orders without any 
whatever and the cost. 


















makes it a proposition that ev. 
executive should seriously. consider. 


You will be interested in these other- 
articles on Marketing | and. Distributior 
They appeared in recent issues, as follows — 


“ These Plans will Increase Next Season's ; 


Sales.” l November. 

u Make - Friends with Your Shaky 
Customers.” November... 
“How to Use Father. Xmas most- 
Effectively.” October. 
“ts your Product in Step with Market 
Changes.” September. - 


The following Marketing Servicesand Media 7 
are described in this issue’s Advertising: ee Pasig: 
pages :— OS 


"Cover th ne 


Advertising Agents. 
Duplicating ai and Facsimile Machines. 
Pages 36, 37, 38: 
Printers. : 
Studio. 


Advertising: Services. 


course, but only through the effect « of oe 
k a retailer’ s own better sales. See 

















MILNERS’ STEEL QL “8. 
os oi a F FURN ITURE doesn’ t | 1 
Just mean efficient office A 
— equipment—it is furniture \\ 
with a world-wide reputa- N 
tion for quality of material — 
and workmanship. That is 
why MILNERS’ STEEL = 
FURNITURE is being installed in more , 
and more modern offices and factories. It offers the 
best protection against fire, dirt and moisture, an 
it is everlasting in wear. ne 
Although MILNERS’ is the finest Steel Furniture Re 
obtainable, it is sold at strictly competitive prices. Send now for 
illustrated 


The wide range ot STEEL prodere Cata logue B, 

LOCKERS, DESKS, FIXED and ADJUST- giving complete 
<. ABLE SHELVING, STORAGE BINS, etc. specifications 
Designs can be modified to your requirements. and prices. “a 


-MILNERS’ SAFE COM PAN yo 


12-13, NEWGATE STREET, LONDON, Eci. + 


| élephone : CITY 1795-1196, 
And at Liverpool, Manchester, Leeds, | Birmingham, Glasgow. Publi 




















Larger Labels for 
Wider eae om 
Are you using all the advertising S 
value of your parcels? Are you using 
really large labels so that this FREE 


advertising can bring you maximum ‘ 
benefits ? 


+ Méssrs. J. Lyons and Co. Ltd. | TALK TO YOUR PRINTER — 
about COLOURED GUMMED 


| the largest firm of caterers in the world, are justly ; 
renowned for their efficient organisation which includes LABELS and tell him to use i 


~ an installation of over 40 Ediphones in their various 
o offices. 





'hey have also. introduced a unique system whereby 
ig inspectors in motor cars can dictate and 

ater ripen transcribe during waits at 
Tt ne pare can thus pene” in his ss ee 








~ : HIBETING © 
it’s the paper that pues the difference a 


SAMUEL JONES & Co., Ltd., BRIDEWELL PLACE, 

















‘Fanfold’s S 

Labour Saving Stationery ee 
Systems. 

SPEEDOFORM Ask us to prove to you that 


we can save you {1.6.8 


FANFOLD on every 1,000 sets of 
* Multiple ” forms com- 


TRANSKRIT pleted in your office. 


-< This book will tell you rn MRE 
0 ac eve suc Savings itis not necessary 
all the FACTS of to invest in expensive equipment. No 





: rpi new equipment is required, for example, : 
Voice Writi Ng for Transkrit—the fastest system of typing 
| (or writing) Multiple forms—Invoices— 
THOS. A. EDISON, Lid., Victori Po or 
foes Venti, cae | Wors Orders — Travellers’ Orders 
Row, Landon, W.C.1. [Telephone | Receipts, etc etc. 
Hoi..g988.] Also at Cromford . 
“House, Market Street, Manchester, . | E 
aid. y ae ee Gace | Write for further particulars, enclosing specimen 


By Birmingham. Distributors in cll Pf of your pre borin io 
eo eee Cities: .-. ? is sent an o 





North ‘Cues lai Ra arg LY Wa 
oct o Telephone. Gladdone Souk — 
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SUCTION 
TAHODS 


HANDLING 





METHODS 





that have made big savings . 


One firm saved 90% of time and labour, another does with one 
man in one minute what used to take six men ten minutes—all by 
mechanical handling. This article shows how you can effect such savings 


n example of the tremendous 
A saving which can be effected by 

the substitution of mechanical 
for man handling of goods is shown 
in an artificial stone works, where 
twelve men used to be occupied for 
two hours in loading a lorry. To-day 
a standard lifting truck electrically 
operated enables these men to do the 
work in three-quarters of an hour— 
21 hours labour as against 24, or a 
90 per cent. saving of time and labour. 


Apart from the saving of time and 


labour is the 
economy in 
space which is 


afforded by the 
use of mechani- 
cal appliances. 
A number of 
men handling 
heavy loads 
need consider- 
able room to 
manœuvre, and 
such loads can- 
not be stacked 
high or it would 
be almost im- 
possible to stack 
them or to get 
them down again 
by hand, and 
frequently cir- 
cumstances will 
not permit of a 
crane being 
employed for the 
purpose. 

There are now 
available all 


by F. G. PARSLOE 


kinds of lifting and tiering trucks for 
a variety of purposes, from the small 
jack lift truck handling up to 5 or 10 
cwts. to the electrically operated 
tiering truck capable of handling a 
load of 2 tons and the platform truck 
able to lift and carry a 6-ton load. 

In an oil company, cask-lifting 
machines are able to load a 25-cwt. 
cask on to a lorry in two minutes with 
the aid of two men, who do not have 
to handle or roll the cask. 

In another company the handling 





One man can operate this electric tiering truck, which can transfer heavy goods from 
stock to benches of any height 


of heavy barrels by the old rope and 
incline method occupied six men for 


10 minutes to deal with one barrel 


Now a lifter does the job with one 
man in one minute and eliminates the 
danger present under the old way, 


There are trucks which will 
lift loads of goods, 
and carry them height for 
stacking; some are designed for side 
lifting, and others 


merely 
others will lift 
to a 


are ofl telescopi 


pattern, which are lowered to pass 
through doorways and raised again 
with their loads 

bs, | lor tiering ane 

stacking. Some 

are hand- 

operated, others 


electrically. 


An electrical), 


operated tiering 
truck is in effect 
a portable crane, 
but it has the 
advantage that 
slinging is un- 
necessary. The 


goods are loaded 
on to a platform 
and the truck is 
run under the 
platform, which 
can be raised an 
inch or 6 feet if 
desired 
` 
One of the 
simplest forms 
of mechanisms 
forshandling 
roods is the 
overhead runway 

















doing heavier work. 


speed on a run of as much as 250 feet. 
A belt or rope will drive the trans- 
porter, or an electric motor can be 
served direct, 


The appliance is a fixture hung from : 


the roof principles, from the walls, 
=e or carried on stanchions built up from 
-othe floor. It will pick up and deliver 
goods at any point in a straight line, 
= and operating handles placed at 
different points along the length of 
othe rfn enable the operator to control 
the movements of the transporter 
oe: without having to work directly under 
wee it. ve ; 
ee Then there are chain lift electric 
locks which meet the need for an 
| operated | hoisting unit, 
be slung. up anywhere 
of a hook for hanging 
sting structure or can 
xd to a trolley for travelling 
-on the bottom flange of an overhead 
-joist runway. They will carry from 
_ 4 to 5 tons. 















ty / Conveyors are Easy to 
Instat 


A further development of the floor- 
on ‘gperated travelling block is the fitting 
=o cof a driver’s cage slung under the 
trolley, and of great advantage where 
- the lengths of travel is considerable 
-vand in cases where a clear passage 
away for the operator under the track 
a is ‘not possible. 

As an auxiliary to a main overhead 
travelling crane, such a block 
mounted on a jib extending from the 
wall is a useful appliance, as it enables 
workmen to handle loads to adjacent 
“machines without having to wait for 

the assistance of the main crane. 


Electric ‘trolley hoists of stronger 
E bulla and operated from a driver’s 
cage and by remote floor control are 
capable of heavy service. 
A portable jib crane providing a 
versatility of movement has recently 
come on the market, and is a useful 
appliance for use in out of the way 
corners or with difficult loads. It is 
a petrol electric crane or can be fitted 
with a battery of accumulators, and 
ean change to forward or backward 
a ‘movement, into a directly right- 
pr lar © one: and. can make angular 
SUT direction; it can 
in| its own wheel: base and 











An improvement i is the: transponer 
which is more speedy and capable of 
: It will carry: 
from 3 to 80 cwt. at any reasonable’ 






A liftin 
loads of stationery. The electrically driven 
tiering truck enables very heavy parts to be 
transferred easily from bench or machine to 
stock and facilitates stocking of heavy goods 


truck being used for carrying heavy 











would be unable to handle with any 
speed goods from warehouse to van 
or during process of manufacture. 
One firm was able to reduce its ware- 
house handling costs by 30 per cent. 
as a-result of the installation of a 
conveyor system. 


Gravity rollers can be bought in 
lengths and easily installed either for 
straight or curved runs or from de- 
partment to department and, in con- 
junction with elevators, from floor to 
floor. 
over the rollers and the installation 
costs nothing to run. 


‘In some cases they carry goods 
from machine to assembly bench or 
to storage. In a box factory the lids 
of the boxes are fastened on while 
the boxes are travelling from the 
machines to the warehouse. These 
rollers can also be installed as spiral 
chutes for lowering goods from a top 
floor to a floor below. 


A type of roller conveyor is power- 
driven, the rollers being attached to 
endless steel chains, and has a 
stopping device which frees the 
rollers, causes them to rotate in an 
opposite direction, and so stops the 
passage of the goods while the con- 
veyor is stil] running. 


Belt Conveyors give Varying 
Speeds 


Band or belt conveyors are used for 
carrying goods which, by reason of 
their light weight, would not be 
carried over a gravity conveyor, and 
for carrying parts from machine to 
assembly benches, for inspection or 


-4t ey are dealt with and transferred to. 
a faster belt to the loading dock, while 
another fast belt carries the lighter 
a goods to the postal section. 


q tion. Ue 
band for carrying hot bread, the wire 


The load travels by gravity 





Another form of band conveyor is 
on the chain principle, projections 


g enabling goods to be held rigid while 


undergoing inspection or other opera-. 
A bakery uses a woven wire 


belt being easily cleaned and enabling 
the under surface of the loaves to be | 
cooled. . 


A reversible conveyor: is used by a. 
paint company for the purpose of | 
carrying drums up and down as may 
be required. 


Steel slot conveyors are used for 
heavy work, and in a tyre factory the 
tyres and moulds weighing up to 
150 lbs. are so carried, the conveyor. | 
being designed to turn corners ina 
horizontal plane. Ina dairy these slot 
conveyors are used for carrying < 
bottles, which can be transferred 
from one conveyor to another at 
right-angles. 





Combinations of elevating and 
lowering conveyors with belt or 
gravity. conveyors can be worked out. 
to take ca "mos 
ing of goods in the average facto: 
warehouse, and slings, hooks, ete, — 
can be designed to accommodate the 
particular products handled, while 
special automatic discharging device Blok bets 
can be attached. Pe ee 


Senay ee 


YOU MAY FIND IT 
USEFUL 
TO REMEMBER 


That if you have any problem of 
management or control which has in 
any way a bearing upon records, you 
can obtain the aid of a specialist firm to 
suggest where your methods can be 
improved. This firm has no less than: 
six research bureaux and 4,000 experts ae 
trained in management and control im- 
provement methods. This firm manu- 
factures record and control systems, but 
investigation into your problems is free. 


te 


That where speed and compactness in 
the accounting department is required 
there is a loose-leaf book system claimed — 
to be the most rapid and compact made. 













for operation while in transit. The Xa binder has no screws fevers), yet oo | 
simpler forms are usually an endless: when it is Dp 
fabric band, power-driven. In one thems 


_ store three such conveyors are used s 
ity for handling dispatches, 


and > 
Dooa are „varied 50 that t congestion 
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How to KEEP your STAFF H 


+... and Efficient 


“tair conditioning.” This, properly, 

is heating, cooling, ventilating, and 
air. purification rolled into one. Under 
his heading there is one apparatus, a 
ffusing unit, which can deliver 
conditioned air as a supplementary to 
| > ordi nary steam-heating plant. It is 
for works, but can be used in 
arge stores, showrooms and offices, 


Na of heating is that of 















ood Ventilating and Air Conditioning 
Mean Good Health 


diffusing units are fixed at 
ints on the ordinary steam 
pipe lines. By blowing and suction they 
__ distribute the heated air throughout the 
‘area in which they are working. An 
advantage i is that. the units can be fitted 
hot water heating systems 
buildings. The fitting 
entails little more work than the fitting 
of, say, gas radiators. — 


For the rest, air conditioning (heating, 
‘cooling and washing) is essentially a 
to be discussed with the archi- 
‘tect when- new buildings are being 
‘contemplated. But in an existing 
building, careful studying often warrants 
the necessary structural alterations 
when the firm knows that its cost 
will be offset by the advantages to 
‘be gained. 


















e Natural Aids to Ventilation 
< which Eliminate Draughts 


From the point of view of health 
of the staff and efficient output, air 
‘conditioning is ideal, as not only is 
the correct ‘temperature maintained, 
but the air is also kept at the 
“proper humidity and free from 
impurities. 


In a small office, shop or building 
where. an air-conditioning installa- 
“thon is not feasible there are certain 
devices and measures which can be 
employed as natural aids to ventila- 
‘tion, We have mentioned in the 
hygiene section how the antiseptic 
ray once or twice a day will keep f 













s for allowing air | 
gh the windows f 
old oe A 
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small circular plate can be fixed on the 
window panes so adjusted that holes in 
the window pane can be made to match 
similar holes in plate. Windows so 
installed that the upper pane drops open 
from the top downward to create a 
current of pure air, Skylights are 
particularly advantageous in expelling 
bad air. 


In hot weather an eau de aog 
spray can replace the antiseptic spray, 
and proves refreshing and cooling. And 
the above-mentioned window pane which 
drops from the top is often more con- 
venient in the summer than in winter, 
in that it can be left constantly open 
without creating draughts across the 
desks. 


Closely connected with the subject of 


ventilation is that of rest periods and 


rest rooms. Fatigue is a prolific cause 
of loss of efficiency. Periodical rests 
or breaks are necessary in certain kinds 
of work, especially when a large number 
of female workers or clerks are 
employed. A rest or retiring room is 


essential, In an office it is not, of course, 
sO necessary as in a factory or large 
But whenever possible a rest 


stores, 






This concludes the series of these 
articles in which the author has clearly 
explained how any business can, without 
expense, employ those factors which 
reduce absenteeism and so cut costs 
by raising, not only the amount, but 
the quality of output. The first article 
dealt with First Aid measures and 
medical supervision, proper seating, 
and the abolition of noise. The second 
dealt with maintaining proper working 
temperatures, the various 
adjuncts to use and the value of 
providing canteens whi 
could: be run a 
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heating: 
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By A. C. GRENNEL 
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and retiring room should te anorte 
especially one for the women workers, 
and if possible, another ore for men 
The extent of equipment of such a rest. 
room depends on the Size of > 
kind of work done, and 
occupies, Lounge eh 
tables for writing and r 
be included, If the rest 
used as the canteen or 
the canteen, it is an add 
to have the works Whra: 
full of books housed he 
furniture at a reas 
obtained from firms specia 
equipment, 


Rest Periods should be Pian red 
According to Work 


Whether there should be a 
morning and afternoon | 
whether the rest room 
only during the noon. 
illness or emergency, i 
the character of the work = 
of work, An article in 
issue explained how the j 
a six minutes’ rest period jy 
and afternoon in a clothing 
increased the output af the gii ae 
substantially, Th continuous: and : 
concentrated mechanical oper; alons: 
fine eyework, or attendance on pre. 
cision machinery, work requiring < 
certain fixed postare of fhe body 
in all these cases rest periods: are 
advisable. 


The question of. refreshment 
during the rest periods then arises. 
In most offices tea is served in the. 
afternoon between g and so One 
firm, which has a small canteen. 
rest-room, makes it a practice to 
have a ten-minutes’ Break ‘daring 
the afternoon, different periods for 
different departments, and in. hese: 
ten minutes the stall goes up io the 
- canteen and gete the afternoon: top 
| SOF tea. In most offices, however, 




















































































These effective. 





TEA-BREAK, PLUS BONUS, 
CHEAPER THAN OVERTIME 
Ina factory producing packaged 
“- “goods two hours overtime working for 
two days per week were started to raise 
@utput to cope with increased orders. 
. plan failed. {nvestigation showed 
at on the long ten-hour days work 
wed up—and not only so, but the lag 
1ally tended to reduce the speed of 
cwork on every day. A substitute plan 
giving a 1g-minutes break for tea every 
ternoon and a bonus payment for 

a ou the ordinary eight- 
used output to the 
el but proved r2 per cent. 
the overtime. 




















1 different parts of a steel 
‘e shovelling all sorts of 
‘put all used the same type 
some shovelled iron ore, which 


shovel of iron ore or ashes lifted only 
19-20 Ib. The result was 140 men did 
the work of 500. 


Peete eae: ea “ 
- FIGURES MADE THE 
EMPLOYEES ECONOMISE 
A large textile mill circularised its 
works with a statement each month 
showing what it had cost for lighting, 
power, keeping the machines in order, 
and supplying them with tools, etc. 
They had about 1,500 employees, and 
their costs under those headings were 
approximately thus: lighting 485, 
power £950, maintaining : machines 
Agoo per month. Such information 


gave everybody a much more intimate. 


acquaintance with the problems of the 
business, and ated as a far better 
incentive to economy than any number 
i 4 


of blunt instructions to ‘ cut down.) 
* 





+ i 


instances observed and recorded in 

various industries by the National 

institute of Industrial Psychology. 

‘An principle they can be applied 
to practically any business 





plans are actual 


44%, BETTER RESULTS BY 
WIDENING TABLE 

Girls were engaged in filling boxes at 
a wide table, behind which ran a 
conveyor band carrying the boxes to a 
second group for packing. As the width 
of the table made it an effort to reach 
over, the workers were in the habit of 
allowing a large number of boxes to 
accumulate, placing them on the con- 
veyor in batches. It was undesirable to 
reduce the width of the table per- 
manently, as it had sometimes to be 


used for packing larger cases. By 
narrowing the table, however, and 


providing a hinged flap for occasional 
use, Output was increased 44 per cent. 


> aa 
INCREASED EFFICIENCY IN 
STORE TUBE ROOM 


In a tube-room of a department store 
the cash carriers were shot into a tray on 
a level with the receiving girls’ knees, 
compelling them to bend forwards to 
pick up the tubes and backwards to 
reach up to the dispatch tubes. The 
tubes and the tray were moved so that 
both converged at waist level. The 
tubes and corresponding carriers were 
also marked with a band of identification 
colour. This increased the speed of 
work in the tube room by 33 per cent. 
and reduced by 25 per cent. the time 
customers had to wait for their change. 


oe oe 
SINGLE SHIFT BEAT 
DOUBLE SHIFT 


In a saw mill the directors instituted 
a double shift to increase output and 
reduce costs. Output was increased 
but the cost was uneconomic. On an 
expert’s advice the single shift was 
restored and two boys were allocated 
to each machine to carry the work from 
one operator to another. All timber was 
lifted off the floor where it normally lay 


and put on trestle tables by the boys. 


near each machine. Machine operators 
ewere thus freed from all lifting and 
carrying. The change resulted in the 
single shift producing more than the 
double shift; all machines were working 
to capacity, reducing overhead costs, 
and saving in labour £40 a week, = 





T he 
fF office, jeweller or hotel, becomes in 


Floor Cleaning Equipment. 













LIGHTING SUPPLY? 
large store, bank, insurance — 


"a serious predicament when the 
electric light suddenly fails. Stores, big - 
establishments and jewellers particularly: 
are open to enormous risk if: plunged 
into darkness when customers: of all 
kinds are on the premises, : 


Thought is seldom given to a possibi- . 
ity of failure of the current. True, a 
failure due to a fault on the part of the 
electricity supply company is extremely 
improbable, but there are many factors 
quite outside the control of the electricity 
authorities which may cause a failure at 
any time, | 


To meet this emergency by providing 
business houses with an alternative 
supply of electric light which comes into 
play automatically when the main 
current fails, a special installation has 
been designed by a well-known firm 
of electrical appliance manufacturers. 


This is a compact arrangement of 
storage batteries, automatically kept at 
full charge. It is connected with the 
business house’s ordinary lighting circuit, 
and a special switch operates so that the | 
moment the main supply of current fails 
the emergency supply cuts in instan- 
taneously, There is no lag in the 
switch-over, no searching for switches. 
The action is automati d so complete. 
that the ca 
unaware that a 
made, 


automatic and. 











business 
sudden 


Department stores and 
houses of all kinds to whom 


darkness would bring a risk of loss by o —— 






theft of goods or of costly disturbane 
by an upset of routine are installing this 
new safeguard, 





With the extension of electrice current 
distribution by the grid system, the need 
for such an alternative supply of current 
becomes doubly important as the grid is 
considerably more open to rupture than 
is the old system. Aircraft, birds, road 
accidents, storms, trees and wilful 
tampering are all likely to cause failures 
to the more or less exposed cables. 
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These are other Informative Articles on 
Production Methods and Equipment to be 
found in previous. issues :-— 


“How a Planning Department was 


Organised.” November. 
“How to keep your Staff Healthy and 
Efficient.” November. 
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Operates on any electric 
lighting circuit — Alter- 
nating or Direct current— 
from 110 to 220 volts. 


GILB 


2b, QUEEN 
ORIA ST., E.C.4 


nei City 2295 


|| Twenty-five years 
_ of Business Service 


Magazine of Business, started publication. It 

has been continuously published for twenty- 
five years, since 1927 under the broader title 
BUSINESS. No other business magazine in the 
world has had so long a life nor has rendered a 
comparable service in promoting an interest in 
modern methods. 


The time has now come tor a Review of twenty- 
~ five years of business history. This Review will 
ae take. the form af a 


25th Anniversary Number 


This number will be memorable; i will mark a 
great occasion; it will have the ‘special interest 
which attaches to an historical event. 


rT ihe closing months of 1907, SYSTEM, the 


An invitation is extended to all purveyors of 
modern Equipment, Supplies or Services to take 
part in this signal demonstration of twenty-five 
years of progress, 


Particulars of the aim and scope of 
this issue and its relation to your 
business will be sent on application. 


This latest model of the famous 
range of electrically operated calculating machine 

automatically selects the shortest and quickest 
way of making any multiplication calculation. D 


CALCULATING 
MACHINE 


Sin RSI T EA RASA ASEO ea hast ect ea gy aac a 5p ue 


és HAMANN š : 





also divides automatically and adds and sebtracts. 


Ask for demonstration, which will show what. a 
great advance this wizard machine is on all ‘previous 
accomplishments in calculating. mac hine construction, 


_ BUSINESS, 6, Carmelite Street, EC. Aa iI 


Tele. : Central 6893 


' RITAMETIOAL aACHINES) 


Flo on 


instal Visible Equipment in place of obsolete books and cards and | 
reap the following benefits :- 


L SALES DEPARTMENT, Coloured indicarers will chow: visibly: 
month of last order and call—facts vital to ary sales controler. 


2, Accounts DerparTMENT. Quicker sales sud bought ledger 
postings. Statements in less time, colowred signals to shaw Oarde 
accounts, and how long they have been outstanding. 


3. Works Orrice, Better stock-keeping methods, Costing dine 
in half the time. Items for re-ordering indicated visibly. 
Follow-up of overdue “on order” items automatically. ~ 
permanent reminder of slow-moving items. 

‘These are but a few of the reasons why you soould univres- 


tigate British made * Bizada” Nate: Pquipment 
now. stating your problem ppe D 
















ch mechanically j : : 
ocuments | into punch ed i T 
f small standard size at a speed 

: of hundreds an „hour. 






A simple mechanical Sorting Machine which 
automatically classifies these cards in any 
desired order at a speed of 24,000 an hour. 





A Tabulating Machine which automatically 
prepares all your accounting and statistical 
data from your classified cards, printing and 
adding or subtracting at a speed of 4,800 
cards an hour, 


POWERS-FOUR is a complete mechanical accounting system which 
will give you all your accounting information at a fraction of the 
cost of any other known hand or machine method. 


: Write for descriptive literature to :— 


ot POWERS- SAMAS 
ne 8 | ACCOUNTING MACHINES, LTD. 
os ALDWYCH HOUSE, ALDWYCH, LONDON, n Js 








"he man who says: “Oh, just 

put in a table and a chair—I 

want to get on with my busi- 
ness, not bother about furnishing 
schemes,” is making a vital 
mistake, 


It is not sufficiently realised that 
the furnishing of an office can play 
an important part in the efficiency of 
its work—-and I.do not refer only to 
systems, devices and mechanical 
furniture that are planned on 
efficiency and time-saving lines. 


The furnishing formula for every 
office, large or small, should be: a 
scheme that is simple rather than 
fussy (for efficiency and clear think- 
ing); that is harmonious and restful 
(for concentration); and that is 
sturdy and solid (for hard wear and 
rough usage). 


Those are good general principles, 
but let us consider the actua 






he most popular 


woods for office furniture. Mahogany 
should be selected only for the 
Spacious, light office; here, its deep 
rich colouring gives a handsome 
effect, but for the small, rather dark 
office the richest of mahogany will 
give you a dark, dismal and over- 
crowded effect. 


The smaller the office, the lighter 
should be the wood. Golden oak, 
two or three standard shades, is the 
lightest wood in general use, 
although limed (or ‘‘ weathered ‘’) 
oak is sometimes adopted. It is 
doubtful whether this is really ser- 
viceable, however, for unless it is of 
the new, rather dark shade, it shows 
marks very easily--and an over- 
turned ink-bottle is a tragedy. 

A light oak, either with open grain 
or full polish, is probably the best 
for the small or medium-sized office, 
and personally I believe that the 
open grain is the better of the two * 
besides. being © a les 
finish, it is easier to keep in good 
condition. 


For more 






` expensiy > fu nishing, 





expensive 


walnut is very good for the office, but 
here we have to decide whether it is 
to be dark or light polished. I we 
have it light, we should, as with 
limed oak, have plate glass tops to 
desks and tables; without this we 
shall probably find that a dark polish 
is more serviceable. | 

Mahogany, as Í have said, Seoul 
be reserved for large offices or board 
rooms, where it gives an appearance 
of handsome, sturdy prosperity, 
without being too lusuricns. 


What Kind of Fabrics Shall 
We Use! 

It is amazing the effect that cokor 
has on the mind, and a correct colder 
choice is of equal importance in the 
home and in the office. . 

I should immediately 
green is the ‘wisest ch 
larly in an office: a. 
walnut poa 


* 
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modern tubular designs of chromium- 
plated metal. 
. 


This choice is supported by the 
manufacturers of metal office fur- 
niture—which ıs certainly increasing 
in favour in this country. Practically 
all metal furniture is green, and it 
has been found splendid for its. rest- 
ful, clean, but business-like qualities. 


Let us then choose green or blue 
for our materials—for our curtains 
or fixture hangings. They must, of 
course, be guaranteed fadeless, and 
there are several different weaves 
from which we might choose. We 
should avoid highly-patterned fussy, 
or ‘pretty’ fabrics — simplicity 
without too much severity is a good 
principle to adopt. 


Linen, either in self-colour or in a 
simple printed design (with possibly 
a period design for an essentially 
period office) is a good choice. For 
the small, simply furnished office, an 
ordinary fadeless casement cloth is 
suitable; while for the more 
luxurious officé in mahogany, or pos- 
sibly in walnut, we could have 
mohair velvet — an adnirable 
material for “ts appearance of rch- 
ness, comfort and restfulness. And 
whatever material you choose, have 
it lined ! 


Appropriate Carpets Must Sometimes 
be Considered 


So much for the fabrics. Now, 
how about the best carpets for office 
use? 


There seems to be a simple belief 
among business men that Persian cr 
Turkish carpets and rugs are de 
rigueur in the office. There is, of 
course, much to be said for such 
floor coverings—they are conven- 
tional in design, heavily-patterned 
and do not show marks, durable and 
hard-wearing. But I would like to 
see a little more originality in office 
carpeting. There are splendid 
British carpets from Kidderminster, 





RS 


Stourport, Heckmondwike, Halifax 
and Liversedge—in simple modern 
design and of great durability and 
serviceability — that are admirably 
suited to the office. And there is one 
thing that we should not forget. It is 
not always the light shades of 
groundwork that most easily show 
marks; indeed, light beiges and 
fawns are among the most service- 
able. 


Too Much Attention Cannot be Given 
to Lighting 


Whether it is a ceiling or a desk 
light, we should remember that the 
light should be thrown down over the 
left shoulder. This is the ideal posi- 
tion for reading and writing, for no 
shadows are cast. Green-shaded 
lights are the best for the eyes, and, 
used in conjunction with a pearl- 
shaded globe prove very restful to 
tired optic nerves. Above all, avoid 
blue lighting, for this is cold and 
ineffective. 


In some ambitious modern office 
schemes, indirect and concealed 
lighting have been adopted for 
general illumination. This obviously 
requires a direct light to supplement 
it, and a modern green-shaded desk 
lamp is best. Here it may be men- 
tioned that the ordinary bowllighting 
fixture is fast being superseded by a 
totally enclosed glass fitting, since 
this does not collect dirt and dust and 
need constant cleaning to obtain a 
good light. 


In many types of business, it is 
possible to make capital out of the 
furnishing scheme of the office. 


For instance, the hardwood mer- 
chant or veneer cutter will surely 
have his office walls panelled with 
some of his choicest woods; the 
bookbinder will have an expanding 
bookcase filled with books specially 


bound in the latest leathers and 
bindings; the carpet manufacturer 


will impress visiting buyers by the 


ial 


dki hd OC mnan 


= 


p 


This is, literally, an all-steei office with every requirement centralised. It is also a 
complete record department 
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; 
latest designs of his own ca:pets op- 


the floor; the glass beveller and 
cutter will have his office walls of 
glass, in one of the new effects like 
verre grave; and so on. 


And lastly we come to the cpntro- 
versial question of modern furnishing 
and decoration for the office. 


Definite advice or suggestions can 
only be given when one knows the 
class of business that is carried on. 
But, generally speaking, I disagree 
with the business man who believes 
that strictly conventional, ultra- 
efficient furnishing is the only accept- 
able plan. There seems to be no 
reason why the average office should 
be as cold, uninviting, barren, and 
hygienic as an operating theatre. I 
disagree equally with the advanced 
school that believes that every office 
should be planned on Continental, 
futurist lines, wildly eccentric and 
bizarre, which would seem to most 
people the nightmare wanderings of 
a disordered mind. 


Shall the Scheme be Modern or 
Conventional ? 


Between these two extremes, there 
is a sane, businesslike modernism in 
furnishing, of British conception, 
which gives the visitor that impres- 
sion of a modern outlook without 
eccentricity. This furniture is built 
up entirely on the principles of 
correct lines and good proportion. 
There is no extraneous decoration ; 
the figuring or grain of the wood 
provides the only embellishment. Fn 
almost every class of business this 
simplified modernism is an effective 
alternative to barren conventionality. 


There are some businesses, how- 
ever, which can ‘‘let themselves go ” 
more than others in modern office 
schemes. While the solid old firm of 
long-standing, dealing in some more 
prosaic commodity like nails or 
twines, would achieve the right 
atmosphere by a conventional scheme 
in period style—seventeenth-century 
oak, or the sturdy eighteenth-century 
mahogany — there are many busi- 
nesses of a more modern character, 
such as radio, artificial silk and so 
on, which might with advantage take 
a leaf from the books of the more 
advanced offices of Paris, Berlin, or 
New York. 


There is not the slightest doubt 
that the appearance and atmosphere 
of both the general and private office 
makes a definite impression on the 
visitor; and while business-like 
efficiency must be maintained at all 
costs, that efficiency does not neces- 
sarily mean dull, uninviting and 
uninteresting furnishing. 
















straight 
business. The 






did Oot tell his complete story € or 
nake his demonstration until he got into 





the head of the frm; then, when he got 


there, he told his whole story, made a 
demonstration, and was in a position to 

go out for. the order virtually at the end 

of the first interview. The result was 
oo that. the | ‘percentage of favourable 
-® decisions to interviews was more than 
doubled; and sales increased in even 


greater. proportion. 


. i The. new approach and the demonstra- 
Se Sea was built entirely on the premises 

that the installation of this appliance was 
for the benefit and convenience of the 
head of the business first of all and that 
fore he was directly interested in 




























-firm's most successful salesman 
f tired. The other salesmen knew his well- 
-developed territory was a gold mine. They 
t. a all got it, but the 
ep round. 


it makers with pee 
thirty salesmen found a method which is 

iking.of the men and is doing 
; sales. oes 


evincial area, where, 
vars, it had almost a monopoly 
“among grocers and wholesalers. Other 
: its, of course, have now found a 
vand the: rivalry i is keen between 
nufacturers, but still the area 
away the best covered by the 





firm. 

A salesman responsible for this area 
ed recently. The job he vacated was 
an easy one and the commission earned 
the largest which went to any salesman 
onthe firm's books, 


The sales manager’s first idea was to 
give the area to an old employee on a 
“reduced commission basis, but so many 
of the salesmen applied for it that he 
decided to use it for extending sales in 
ather areas, 


He started a competition between the 

| “men for the best sales figures and offered 
the coveted area as a monthly. prize to be 
held for one month by the winner of the 
‘previous month’s competition. The men 
knew the area was a little gold mine. 


Competition was fierce and sales began 
“torise. Not much, perhaps, for the men 
“had: worked. well before, but the extra 
touch. of rivalry and the prize to be 
gained added that something which 
pulled results OM 
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New contacts were made, | 
looked up his list of f 
1ad dropped out for | 


With ang ordinary o 
records. if is ap an * 
to pick oul quieily al aie. 
customers acho hare” 
not ordered recone. 

This information ean 

be obtained ony by. 
sederninay. every record. 








Every oo a 
and the colou r ed 





month Ta an pave was 
ceived. If no order is rece 
signal a still ane , f 





Write for 
Catalogue 
A193. 


- 


RONEO LTD., 5-1 HOLBORN, -LON 
EAA 


YOUR FIRST RESOLUTION 
should be made NOW — to instal the G.B. 
System and start 1933 on a new footing. The 
Gledhill Brook Time Recorder induces effici- 
ency and enforces economy by reducing waste 
effort; it covers its own cost in a few months’ 
time. It is British throughout. 
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© QUTTING COSTS) WHAT I WOULD DO.. a 


ALWAYS CUTTING 
COSTS here’s 
a new way 


WRITE THREE RECORDS AT ONCE! 


BY THE TAYLORIX MANIFOLD 
SYSTEM OF BOOK-KEEPING 


E YOU CAN WRITE THREE 
RECORDS CONTROLLING EACH 
OTHER IN ONE OPERATION ; 
ONE-THIRD PREVIOUS COSTS 
FOR TIME, SPACE AND 
STATIONERY 


@ YOU SECURE A DAILY 
BALANCE WHICH ENABLES 
YOU TO SEE YOUR FINANCIAL 
POSITION AT A GLANCE — 
WITHOUT THE REMOTEST 
CHANCE OF ERROR 


@ THERE IS NO INVESTMENT 
IN EXPENSIVE APPLIANCES 
_ . . YOUR ACCOUNTS CAN 
BE KEPT EITHER BY HAND OR 
BY A TYPEWRITER 


@ THERE IS NO CONFUSION IN 
CHANGING AN EXISTING 
SYSTEM OF ACCOUNTING. A 
TAYLORIX EXPERT 
SUGGESTS METHODS WHICH 
HAVE PROVED THEIR 
EFFICIENCY IN FOURTEEN 
EUROPEAN COUNTRIES 


@ THE TAYLORIX MANIFOLD 
BOOK-KEEPING SYSTEM IS 
SO ELASTIC THAT IT CAN BE 
ADAPTED TO ANY BUSINESS 
...FROM THE SMALLEST TO 
THE LARGEST 


CLIP THIS ADVERTISEMENT ... 
pin it to your letter-head, and yin 
details will be immediately sent . 
entirely without obligation. 





MANIFOLD 
BOOK-KEEPING SYSTEM 


- 





If | Were an 
EXECUTIVE 


Of a firm and had to receive many 
interviewers, Il would have an 
“ S.O.S.” button in an inconspicuous 
place on my desk. If an interviewer 
stayed too long and was of a type | 
could not advisedly dismiss abruptly | 
would send out my * S.O.S." call. This 
would illuminate a red light or sound a 
soft buzzer in my secretary's office. She 
would then come in and summon me to 
an urgent directors’ conference, remind 
me of an appointment or in some tactful 
way make it clear that the interview 
was at an end. Cowardly? Not a bit. 
Diplomatic, that’s all. 


o> 
If | Were a 
MANUFACTURER 


Of dress fabrics I should ensure that 
my employees knew all about the virtues 
of my product and talked of them to 
their friends. Whenever a new fabric 
was brought out I would have a small 
sample put into every pay envelope, 
together with a neat personal selling 
message (which could be run off on the 
price printing machine). 1 should take 
great care with those selling messages. 


They would be lively, interesting and 
essentially personal. They would 
“ sell’? my products on sheer virtue, 


If there were 300 girl workers they 
would probably have three friends each. 
I should want these 1,000 families as 
steady customers 


k 


if | Were a 
PRINTER 


Instead of calling for orders I should 
select a list of big firms and write 
anonymously for literature advertising 
their products. I would have on the 
staff an expert design and lay-out man 
who would analyse this existing litera- 
ture and then draw up something new 
and *‘ snappy ° for each firm. I 
could then approach each firm in- 
dividually and take this new lay-out, 
properly priced for various colours and 
paper qualities. I should thus offer 
them something specific. I should be 
much more likely to get business than 
by asking “ any printing to-day ? ”’ 


a'a 
if | Owned a 


GARAGE 


I would have a smart boy always 
available so that while customers were 
having oil or petrol put in, the boy 
would go round with a leather or 
polishing cloth and rub over the head- 
lamps, radiator, windscreen, bonnet, 
etc. He would also look at the water 
level and tyre pressures. This would 





save time while the petrol pump man 
was attending to his part of the job. It 


would create the impression that the 
garage gave not only courteous, but live 
service, Furthermore, my strictest rule 
would be that these assistants did not 
hang about after their jobs were done, 
as though expecting tips. Instant 
dismissal for any such “ crawling.” 


gra 


if | Were a 
PHOTOGRAPHER 

Doing developing and printing for 
amateurs I would include a slip with 
the returned prints and negatives 
explaining briefly any faults: ‘“ Under 
exposed," ‘* Camera moved during 
exposure,” ‘* Object moved too quickly 
for shutter speed,” ‘* Evening sun not 
actinic, use pan. film or longer 
exposure," etc. This would be invalu- 
able to novices who have no idea what 
can cause poor pictures. This advice 
would also sell much additional photo- 
graphic material. In the shop I would 
have an expert photographer as sales- 
man of such material. My shop would 
“ corner ™ all the local photographic 
trade. 


> 


If | Retailed Footwear 
and Included REPAIRS 


I would institute a proper house-to- 
house canvass and collection. People 
hate bringing shoes for repair, and often 
leave them until the damage has gone 
too far. I would issue a circular 
explaining the economy of having 
repairs done when the wear is only 
slight, and my system of collection, | 
am sure, would get much extra business 
because it would save the customer 
trouble, 
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* The Secret of Successful Selling 


omen buy seventy-five per cent. 
Wi the goods of an every-day 

character sold in this country 
to-day. Quite recently a well-known 
manufacturer said to me: “ Fifteen 
years ago women bought quality and 
expected style; to-day the position is 
entirely reversed, they buy style and 
expect quality.” 

Does it need any emphasis on my 
part, then, to bring home the enormously 
important rôle played by the packaging 
of the product? 

Style; women buy style. What is 
packaging but the factor which gives 
style to the product ? 

I had a talk last month with a food- 
stuffs manufacturer. We were not dis- 
cussing packaging, but  sales-aids 
generally. Among other things, he 
said: “ For many, many years we used 
a traditional package. We thought all 
the world recognised it. In fact, we 
knew that the sight of our package was 
as familiar as anything could be to 
millions of women. 


“ A marketing expert suggested that 
we changed that generations-old * trade 
mark * and substituted something more 
modern and artistic. 


Our directors kicked Shape is important 
like the deuce. They A bizarre shape for an 
wouldn't even discuss olann.. Weeki. te 
it for a long time, a kary 
t Might as well change Eiiaah u . ean” ae 
our name,’ they said, ankati ie- 
‘and come out as a straightforward i b 
new and unknown nea aala fo fay fie 
tea printed design, Again 
“ However, under the Jaeger carton 
continued pressure shown here is , 
they gave way. We shape and size which 
took our problem to a makes it the easiest 
famous firm of carton possible thing to 
manufacturers and carry. Here, too, thi 
their experts produced style is in the printed 
several suggestions. design. 
We chose one, and ae ee 
launched it, not with- Lote at die aM 
Se Saar sided powder box in 
“ Within a month the corner of the same 
we noticed the differ- illustration, and recal 
ence. Sales went up. some of the queer but 
Travellers reported excellent shapes ol 
that all dealers were contains refer toil 
in favour of it and products you ave 
that they gave it better seen displayed every 
display because it where Rat is : 
looked well in their special field. The 
shops. The new pack- line of appe@l is 
age gave us a talking different—and so) is 
point for a fresh adver- the magin c profit 
tising campaign. The The new Jaeger carton helped to put over a very successful sales campaign ; = Ès A. na ama aa 
style of the package, the new tin for Johnson’s wax increased sales by four times; the powder Ei design is permissible 
plus the famous was used to launch a new product and induced record sales for the firm concerned (Continua page 37 
` 


By F. T. POULTON 


name, awakened appeal among con- 
sumers, and the sales curve went ahead 
from that time.” 


| think it came as something of a 
shock to this staid manufacturer to 
realise that, to-day, quality is not 
enough; it must be backed by style. 

Here is another example, it is a 
“ classic * in marketing circles. Raisins 
had for years been sold in cartons. There 
was nothing at all new in the idea. But 
after ‘* styling '’ a very ordinary carton 
a well-known firm sold 17,000,000 
packages of raisins in five months. If 
that is not a proof of the value of an 
attractive package, please tell me some- 
thing that is. 

Take an every-day household product 
like floor polish. At first thought one 
would not think that the style of the 
container mattered so long as the polish 
did the job claimed for it. But here 
again, when style was added to quality 
the sales curve shot up into bigger 
figures. l have it on record that after 
the manufacturers of Johnson's wax 
marketed their product in new and 


improved tins—there is an illustration in 
this article—sales were increased four- 
times. 
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But do not get away with the iden 
that designing a new container is 8 
simple matter It S D 1 th 
expert ; the real expert, I n 1: the man 
who understands box making, th 
nature of the product, its method ol 


distribution and, very important, human 


nature as well, 


As a rule a member ol mafiulac- 
turer's staff, however clever or 
is not alone competent to produce a 


artistic, 


package which will be seller. True, 
he may know his product, but therein 
will lie his fault. He will know too 


much about it and too little about the 
other factors. 

A carton must be produced which is a 
workable proposition from the box- 
maker’s point of view lts price t 
construct must not be such as will out- 


weigh the other advantages which it is 
designed to bring about. When you 
consult, then, include an expert 
represents the practical 
container manufacturer. 
What are the 
good package? 
After 
materials 


who 


carton or 


factors which maki 


=* 


physi al Si itab itt ai 


the content have been 


settled. the re are 


to 
many 





: That quicker follow-ups and. collec- 
{ tions; better. sales, prompt re-orderings 






and improved control can be obtained by i 
jrecords which are. instantly - visible. i 


c| Carter Parratt’s system, on page 29, 18. 
Jan example, UUme. es 
® Pee 
Why Joseph Lyons & Co., Ltd., use 
over 40 Ediphones? The Ediphone. = 
announcement on page 24 explains the — _ 
reason. a 
o 
That tbere is a small, inexpensive 
cash till and register which, by one turn 
of a handle, delivers 2 to 5 unalterable. 
‘copics of an entry, depositing one ina — 
locked record compartment and auto- 
matically presenting a fresh set of forms 
for the next entry. It is an Egry 
machine, illustrated on page 4. 
o 
That by means of a scrubbing and 
absorbing machine one operator can 
clean floors at a rate of one hundred 
| lineal feet by 22 inches wide per minute. 
The action is complete scrubbing and 
i drying in one operation. The machine, 
by the Finnell System, Ltd., is illustrated 
‘fon the back cover of this issue, 9 
© ; 
That the free advertising space on your 
parcels can be profitably utilised through 
the medium of well-designed labels, Turn 
othe SamuelJones:-&- Cou Ltd, advers 






“THE DALEY DESK” 
Solid Oak, finished light 


"15°O 
or dark, 4 ft: «2 ft. 3 ins. , ep 


More than Ten Thousand of these 
desks have been sold. — 
LARGEST STOCKS AND LOWEST PRICES IN LONDON 


NEW AND SECOND-HAND OFFICE FURNITURE 
| THE OXFORD CABINET Co. 


146, Charing Cross Road, W.C.2 


Telephone: Temple Bar 4801 























































À tisement on page 24. 
|5,000copiesanhour| œ : 
e h SP EED O I has shan eran 50 a of 

printers’ costs and yet print, in the office, 
wit l almost any kind of illustrated matter, 
without type, blocks or stencils, and in- 
one operation, See the Rotaprint ` 
announcement on page 37. 





That steel office furmture has many 
advantages. Tt is fire resisting, good in 
appearance, tamper-proof, and—ever-. 
lasting. It can, too, be made to har- 
monise with any required. style of 
The Cheapest Automatic | decoration. Milners, the safe manufac- 

R Dubii. turers, offer everything from a steel shelf 
otary Dupucator | to complete equipment. See their 


announcement on page 23. 





Ea duplicaters—at any price—-provide 
the combined speed, efficiency and low That there is a complete automatic 
cost of the SPEEDO. 5,000 copies—on | accounting system which, for speed and. 
any paper, postcard-size or foolscap— accuracy, it is claimed, exceeds any other 
FUNDS | Printed, counted and stacked in an hour. | known method. It comprises a punch. 


fr} 000 000 5 oe with -an Prea g price, | ing machine which mechanically converts 

perry ee iS SR CIDI eescom. Why tne basic documents into punched cards of 

ST ERDO should feature in your mal a standard size at a speed of hundreds an 
room equipment. 4 years’ guarantee. GN- siege x P ; E 

hour; a -simple mechanical sorting 

Wre for descriptive booklet and specimens | Machine which automatically classifies 

of SPEEDO. work, or ving METRO | these cards in any desired order, speed 

a FE Aly ORO 24,000 an hour, and a tabulating machine 


K. H. which automatically prepares all account- 
ing and. statistical data from classified 
MICHA ELIS & CO., LTD. cards, printing and adding or subtracting 


| 68. Basinghall Street. London, £.C.2 | at a speed of 4,800 cards an hour. See- 
pa Basinghall Street, London, E.C-2 | Powers Samias on ihe me 

































‘Telephone Mos. 7013 














:{ That there is a special record system 
‘Ffor instantly spotting any customer 
whose orders show (Continued on pag. 













3 bought? Or does the purchaser use it 
































é irc page 38) 


Do not imagine by this that I mean 
is unlimite S r. =- indulge in 


Is your wi sanptied and used 
away from the container after it is 





in the container? — If the latter, you, 
“must make the container easy to open, 
_ devoid of knobs, screws and flaps that 
do not work. Sharp edges, rough 
corners, shapes that are easily knocked 
over; all these are factors which will 
lose customers; they. must be ruled out. 


-In.their. endeavour to overcome all 
these snags some manufacturers strain 
overhard and err in the opposite direc- 
tion. There was a famous product 
brought out in a tube. This tube had a 
screw cap of enormous size with a broad, 
fat head. I myself used one of these for 
a long time before someone told me that f 
the huge, flat screw cap was added so that | 
‘Tcopld stand the tube upright after use. 


Who on earth wants to stand a tube 
he?..That is a more difficult 
101 | than laying it down. To 









































BY | ieee a 


5 ‘Colour, also, is important. Do you Your SALES-MAKING folders, broadsheets, price | 
se. tha fferent olours | ‘ean make printed without the expense of Eyi 
entical a larger idea can be translated into print and be 
su cn coma Pyne eye: Your OFFICE FORMS are turned out as you wan 

i ew one manufacturer of toilet that of any first-class p rinter—again w! 
goods who saved an enormous sum in overheads are reduced. You have no expe REED 
his production costs by changing the Your DIRECT MAIL letters—from Letterhead to Signature—are prit ced. 


colour scheme of his cartons from pale 
aeea aad. mauve: toa Tich black and direct off the metal sheet at one operation. 


gold. It was a pure optical illusion, of | © For definite proof that Rotaprint can save you money toll 


course, but the new black and gold your problem, Then have a demonstration and soo it so 
carton looked exactly the same size as 


the lighter one. Actually it was made Kaye’s ROTAPRINT Agency, Lid. 


smaller and held a little less of the 





red fe was a PERN 























product, but it sold at the same price as Cecil House, 57a, Holborn Viaduct, London, B.C 2 

formerly, and, naturally, showed a little CENTRAL 1300 (3 lines) 

more profit. Also at: BIRMINGHAM, BRISTOL, CARDIFF, GLASGOW, LEEDS oad 
MANCHESTER = o 


oe The chief duty of colour is to charm 
a the eye. In choosing colour schemes be 
guided by the nature of the product and 
the class of customer to whom you sell. 


Gold. and pastel shades, for example, Express Yourself "a 
‘would not help to sell patent medicines. f Effectively 


‘Violent colours do not typify the delicacy The ability to speak and write effectively is the key 
-of toilet. products.. Too much and too | te.advancement in any sphere. You. can climb higher 


by mastering this valuable art of self-expression. 
many colours repel because they are | SUR BOOKLET describes a rellable and efficient 


confusing. Lack: of colour will fail | system of training—send for Free Copy. 
















hecause notice is not attracted. The Premier institute, Dept. 38, Todmorden, Lancs. 
I am not an artist; I cannot give a Blue Black | 
treatise on colour. I do emphasise, Red, Blue, 


however, that there are artists who 
understand the selling qualities of colours | | 
in a markets. _ Such an expert can be | 
r t _part of the service by any 


Greene or 








































NEW? THIRD D EDITION 


SELF- ORGANIZATION 
FOR BUSINESS MEN. 


By MORLEY Dainow, B.Sc. 


D.C. Mae 
á Priapa 









ied book, written. for practical 

business men, shows how im- 
poa psychological rules can 

e beneficially applied in business 
lfe. It enables the reader to 
make greater use of his personal 
abilities, anc to organise them so 
that waste of time and effort is 
eliminated, and latent powers of 
leadership are developed. Third 
edition. 156 pp. §/~ net. 


Order from a bookseller ar 


SIR ISAAC PITMAN & SONS, LTD. 
Parker Street, Kingsway, W.C.2 


$00 to 10,000 
copiesfromone thin, 
strong, metal foil 


THE 1933 


















_ your: 
= Career 


As Principal of The School of Account- 
aney for 22 years Ja have dealt with 
‘many thousands of problems, each con- 
cerning a man’s career. The men who 
come to me for advice keep me in touch 
- with their movements. Their progress 
«<ecords form convincing proof of the 
high value of School of Accountancy 
training. I can do for you what I have 
done for so many—point the way to profit- 
able endeavour, Write to me personally, 
2 stating your age, education, business ex- 
~~” perience and aspirations. Please mark your 
letter ee areer Information.” 


(J SOME OF THE 
SCHOOL'S COURSES 


The School of Ac- 
countancy gives 








with Automatic Inking 
The Self -Inking Double Roller 


eliminatesone operation in printing, 
increases speed 50%, makes over- 
inking impossible and produces | 
perfect results. No inky megs. 
New unbreakable printing platens, for 
foolscab, quarto and postcard size. 
New Foil Evaser for easy correction. 










| “FREE — THIS. 180 - PAGE 
GUIDE TO CAREERS 


Write for this FREE 
Book. It not only de- 














—*  geribes in detail the specialised postal News Foilolvtter rabh for hand lectering: 
many courses The training for all Ac- New improved printing inks give ber- 
School offers, but sur- countancy, Secret- manent results. 
veys the splendid arial, Banking, New platen support and paper guide. 
opportunities open to Insurance, Com- The simplest, most efficient and cheapest 


Duplicator and Printer in the world. 


Complete outfit, in metal case, 707- 
Carriage paid U.K, 


Send for sample foil to try. 


mercial and Matri- 
culation Examina- 
tions and for 


trained men, and shows, 
by definite examples, 
how paststudents have 
made these opportuni- appointments such 
ties their own. Read as General Mana- 
in this book how The ger, Company 
‘School can guarantee Secretary, Accoun- 
yourexamination suc- tant, Works Mana- 
cess, and ofthe system ger, Cost Accoun- 
of fees payable by in- tant, Office Mana- 
stalments. Read The ger, Auditor, 
School's record of suc- Cashier and Chief 
cesses. Read what Clerk. Also courses 
famous captains of in- for youths and 
dustry and leading ladies and in all 
university professors business and 
and. educationists say general education 
about School of Ace subjects. 
countancy training. 


CIVIL SERVICE CAREERS —Inspector of 
‘Taxes, Customs and Excise, Executive 
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FOILOPRINTER LTD. 

3, Grosvenor Gardens, 
London, S.W.1 


@ The Ideal Christmas Gift 
for Business Men 









WATCH 


. Works-on the principle of an 

alarm clock, reminding user of 

his appointment at any pre- 
. defermined time. Rear cover 
onenstoenable watch to be stood 
on desk. Alarm mechanism can 
be putoutof actionwhen 
watch is carried in poc- 
ket. De Luxe model, 
handsome in appear- 
ance; lever movement; 
accurate tim a 

UARANTEED FOR: 
YEARS. Obiainable only 
from the makers. 


jase, Clerical Class, Post Office, Female 
‘Writing Assistants, etc. 
xnide No, 4. 


Ask for free Civil 
Service 


Post free 























ae and, M OOR GAT E, LONDON, E; oe 2 T 
~ 2 WEST REGEN? STREET, GLASGOW, 
ce Manchester > _beeds Liverpool Birmingham | ` 
¢ South, ‘Africas : Shell House Johannesburg. 





Clerkenwell,” 





* 
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4 E. Neal (Allen and Unwin, 78. 6d.). 


SUPER-FOILOPRINTER 


manalactarers). 


forms of retailing from the small shop to the. 
| large-scale distribution. 
produceh distributor and. consumer. 
such a market connotes for productive 
the search for and satisfaction of some one 


| : is the function and distribution. 


2s, each). 


| occasionally seems fixed within narrow limit 
cand then without warning, the rate suddenly 
| changes, and. after a few days of uncertainty, 
| again settles down to a new level. 
5 behind all this is a mystery: 


Send for vours todas t 





Meco Tene 












` Statisties in Theory and | Practico, by kko 
Connor, M.Sc. (Pitman, 12s. 6a 


This is a practical book for the moder 
executive. It falls naturally into two parte: 
the first, dealing with statistical method. 
includes chapters on the organisation of « 
statistical inquiry, classification and tabulation 
of statistical averages, ete. The second deals o. 
with population, prices, wages, employment. 
profits, ete. and applies the underlying 
principles to social and business activities. 
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Retailing © ‘and the Publie, by PER 












The angle from which this book is writte i 
interesting. The author himself is a. well- 
| known retailer (he is Joint Managing Director _ 
of Daniel Neal & Sons, Ltd., the footwear l 













Part one of. the. book surveys “ie “various 




















giant store; and then proceeds to describe the 
bon plexibien of the organization behind such 














The last-named, in this country, may be 
viewed as a 45,000,000 market and all that 


industry. 
But, equally, the sale of an article 





individual customer across an individual shop 
counter, The adjustment of those two needs- 
Constructive 
thinking on that question is therefore of first 
importance. 

The book discusses that question from a 
constructive point of view, bringing in as 
examples the policies of distributive firms who 
are building up their successes in the market 
conditions of the present day. 
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Manual of Cost Accounts, by H. Julius Lund 
and Arthur H. Ripley (Pitman, 8s. 6d.). : 


For its size the scope of this work is remark- 
able; many problems and difficulties arising 
in the practice of- Costing, which are not 
usually dealt with in text books, are touched 
upon. . Especially useful for the active 
executive are the chapters on expenses and 
works routine. (The book is well arranged and 
well indexed. =) 


komd 
Fori Exchange Reckoners (Gall & Inglis, 


“Few people understand the- 
mysteries. of. Foreign ‘Exchange. The -price E 












Wha 
Tt is so 80 m0 
















‘a puzzle that. countries deeply. i in debt, and 

unable. to pay, have their exchange at a 

> premium, while others with ample trade, are 

Tanning along quite happily, off the gold 
standard. 


he result is that ghatever Par of Exchange 
may be, the actual figures used from day to 
day are so far away from normal values that 
tables are. necessary. to see the actual current 
values. 


-The publishers have, therefore, brought out 
| two new Reckoners in their series dealing with 
Foreign Exchange, one giving the current 
xchange Values for Germany, 



























2; the other dealing with Francs from 
to 100, so that a wide margin is given for 



















| this bo ak has been to. nan of the vital 
points in the study of costs and cost accounts 
¿xas applied. particularly in these two industries. 
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Self Organization for the Business Man, by 
o Morley Dainow (Pitman, 5s.). 


ERN Creative Salesmanship, by Herbert N. Casson 
s i (Efficiency Magazine, 5s.). 





ER oe How a Traveller can get more Orders, by 
ees Herbert N. Cannon ficiency Magazine, 5s.). 








‘B.Com. (Pitman, 10s, 6d.). 








Sweden, } 
Switzerland and. Hungary, viz., | 


eg tee tof 


A | 
British Autofile 


The Management Audit, by T. G. Rose 
3s. 6d.). ae 
: aa by Hargreaves 


ng in Relief, by W. J. Smith, 





ili AR ge wi SNE iets 


atta pe ‘such favduirable 
conditions as to-day. Never 
before has the need for 
modernization been so great. 
As far-sighted executives 
know, future prosperity 
depends upon wise planning © 
to-day 


WALLAGE CLARK 
and Compary 
Consulting Management Engineers 









From A to C is a period of T HRES 
in which you narmnelly take an ave 
orders, If that same totei cout 9 
period WO MONTE 







A to Ben T 
your overheads for period B tw To 
disappear as. charges an the soce) 
months” output or Tarnover, 


THINE WHAT Tons 




























You suid lower prere wet ee ee od 
beat competition and E 
market =- further aecelerate i 
gdditional savings... scoumulete snore 
revenue for. advertisitiy, ‘dividends et i 
ment in your enterprise, 


Your fires. would ches Brow ad 

; personally, would ores 
intense satisfaction af achievement 
solid CCRNPCSCACE 





















(Clients ‘in Leading 
Industries of 7 
Countries) 


European Headquarters : it 
25 Ave. Victor Emmanuel i 
PARIS 


‘int of “ Problems of Manage- “4 i | 
will be sent free on request i 






: ory, a 
ous forms used ins 


Chock -full of 
SURES ODS 





Product 


THE PORTABLE FILING CABINET, for letters. 
Opens like the drawer of a cabinet, giving easy access | 
to contents. May be opened out flat or fitted to 
existing cabinet. Write for full particulars of this 
popular range of tiling devices to 

THE BRITISH AUTOFILE CO. 
9, BEER LANE, E.C.2 ‘Phone: Royal 26460 








Typewrite? 
your phy 
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Asitomatic posting. 
Daily check. 
. Comparative urine 
always VETOU 



















e A. E N k re 
£0, Carter Lane, Lat 
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| system, is announced on page 33. by | . | oe 
[Root E E a that merely ' tanswi 
© ee ee ‘the | Pepe. } 
That there is a safe fire cabinet of |. : Se 
British construction designed to afford |}. 
fire protection to ledgers, books and [| 











ee ee 5 documents: "Phe: insulation offers. the i . a oo 
an lustra ons. Do you kno Tor highest known resistance to heat, and li to jose” al ) 
ee ee es the cabinets have been tested at the | chance f b l 
Bau h: t NI ke loid t etint is? National Physical Laboratory. Further. es O usiness: 
Caa. instance, w at, ANIC elo yP information can- be“ obtained from the z z 
we Editor, (age 
eG Write, on your E business letterheading, ees coos The impr essions cr created | f 
ae : | ` That ihere 5 n electric. calculating - J our Piers may urn t 
i ; R 1S) an e ing Bay SSG 
ou for our booklet | Mechanica Ti ints” machine which automatically selects the | scale. eee 
See shortest and quickest way of making any dpo o eee 
pee “and see if It will not Inspire you to multiplication calculation. It also auto. i There are very | 
eo matically divides; adds and. subtracts. 
oe -something novel for your advertising Gilbert Wood illustrates it on page 29. ; T ri inters > who hay 





_ illustrations and headlines. . That the Séldex. Visible Card. ‘and H 


Strip Indexing Equipment offered by | [> 

The Infallible Card Selecting Co., Ltd. <H 

on page 2, is a valuable method of noes 

tightening up control. | af Const 
> it re P 


That the Hotchkiss Plier is one of the 

w : most handy. and efficient paper papers, i 
It is offered by. Frank ere & Co. 
Eid, on page a 





















Ne Builder's, Painter's, Wieki 
cleaner’s or Householder's egui 





FORWARD | EATENT SAFETY py ee 
| SION LADDERS. | 
Bach 2or-3 ane ladder provides. i. 
30 many separate ladders. Strongly | J 
Made, soon saves cost. Lightest f 
cheapest and safest on market, . f 
Write for Free Last XL. TOS. 
PARKER, WINDER SACHURCH,Lid., 


Woodworkers, BIRMINGHAM, 1. 
&.L.C. London: 4,Gt. Marlborough St. 4 
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3 own e Mills. 
Get. a Lower Price from 
Drayton. Ask us to 
quote on: your next job 
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Books elimi 
time. The in : 
simple, the books k 
easily handled, and 
records can be accurately. 

kept." i 

























ood Works Sh 
oe -South Park, Fulham propucti ON 


n o || Boo: a they are, j 
: London, S. W.6 Do you know? ay “economical to. maintain.. : 
f iE —-that by our Mass Production 11 Bn i 
Methods we can supply you with -if 
280 Real Photo Postcards for 20/~- 
This price includes reproducing 
from any Photo, Drawing or 
Sketch, and includes lettering. 
A arene a ? | for samples and. 
4 ry pokl et s Pu 































Pring since 1856 


n er Why not have on “ad 
er ¢ over 200. years: 


approval one “ “Robin ha nii 
full maroon. buckram ia 
ET index and 290 leaves ruled Stock. | 

= Record, feint cash or € | 
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